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Plan to Remain Compliant
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1. Overview

Pursuant to 935 CMR 500.000, 935 CMR 501.000, and all other applicable Cannabis Control
Commission (the “Commission”) guidance, I.N.S.A., Inc. (the “Company”) has developed the
following Plan to Remain Compliant to maintain compliance with all local codes, ordinances,

and bylaws.

2. City of Easthampton

The Company currently operates its Easthampton facility under a special permit issued by the
City of Easthampton at 122 Pleasant Street, Suite 144. The city has developed a zoning
ordinance applicable to medieate and adulise cannabis business and the Company has
received approval from the citg operate its facility. The Company’s facility meets all local
codes, ordinances, and bylaws required by the City of Easthampton.

Under its current special permit, the Company is required to provide ongoing information to the
City of Easthampton and t@mply with the conditions set forth on its special permit. The
Company intends to continue compliance through its ongoing reporting requirements to the city
and through compliance with the conditions it is subject to.

Pursuant to 935 CMR 500.101(1)(a)(Bg tCompany has negotiated a Host Community
Agreement (HCA) with the City of Easthampton. On April 24, 2018 the Company entered into
an HCA with the City of Easthampton lasting a period of five years from the date of execution at
which point a new HCA will be negotiated. The Company has adhered to all requirements as
required by the HCA.

3. City of Salem

The Company currently operates its Salem facility under a special permit issued by the City of
Salem at 462 Highland Avenue. Pursuant to Section 6.10 of theiCG3alem’s Zoning

Ordinance, the Company has received a special permit from the Zoning Board of Appeals (ZBA)
on December 3, 2018 to operate a cannabis dispensing facility. The Company’s facility meets all
local codes, ordinances, and bylaws required by the City of Salem.

Pursuant to 935 CMR 500.101(1)(a)(8) the Company has negotiated an HCA with the City of
Salem. The HCA was entered into on January 15, 2019 and became effective on the facility’s
opening date, November 11, 2019. The HCA is effectiva foeriod of five years at which point

[.N.S.A., Inc. Page 2 February 14, 2022
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a new HCA will be negotiated. The Company has adhered to all requirements as required by the
HCA.

4. City of Springfield

4.1. MedicallUse Site

The Company has been granted zoning approval to operate its mesgicannabisispensary
located at 506 Cottage Street by the City of Springfield. The Company’s facility meets all local
codes, ordinances, and bylaws required by the City of Springfield.

Under its current special permit, the Company is required to provide ongoingatifon to the

City of Springfield and to comply with the conditions set forth on its special permit. The
Company intends to continue compliance through its ongoing reporting requirements to the City
and through compliance with the conditions it is subject to.

Pursuant to 935 CMR 501.101(1)(a)(8) the Company has negotiated an HCA with the City of
Springfield. The HCA was entered into on January 6, 2017 and has no set expiration date. The
Company has adhered to all requirements as required by the HCA.

4.2. Adult-Use Site

The Company holds an active Marijuana Operating Permit issued by the City of Springfield and
has been granted zoning approval to operate its-adealtannabis dispensary located at 1200
West Columbus Avenue by the City of Springfield. The Compafacility meets all local

codes, ordinances, and bylaws required by the City of Springfield.

Pursuant to 935 CMR 500.101(1)(a)(8) the Company has negotiated an HCA with the City of
Springfield. The HCA was entered into on September 19, 2019 and is effective for a period of
five years at which point a new HCA will be negotiated. The Company has adhered to all
requirements as required by the HCA.

[.N.S.A., Inc. Page 3 February 14, 2022
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5. City of Northampton

The Company’s proposed product manufactufawgity located at 29 Industrial DEast,
Northampton, MA 01060 adheresat local requirements. No special permit is required by the
city to operate the marijuana establishment.

Pursuant to 935 CMR 500.101(1)(a)(8) the Company has negotiated an HCA with the City of
Northampon. The HCA was entered into on December 16, 2021 and is effective for a period of
five years at which point a new HGwill be negotiated. The Company will adhere to all
requirements as required by the HCA.

6. Town of Avon

The Company'’s proposed product manufacturing facility located at 20 Stockwell Drive, Avon,
MA adheres to all local requirements. The Company has applied for a special permit to operate
it's proposed facility.

Pursuant to 935 CMR 500.101(1)(a)(8) the Company has negotiated an HCA witwhef

Avon. The HCA was entered into on 12/16/21 and is effective for a period of five years at which
point a new HCAwill be negotiated. The Company will adhere to all requirements as required
by the HCA.

[.N.S.A., Inc. Page 4 February 14, 2022
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July 28, 2021

15 Stockwell Drive
Avon, MA 02322

RE: ABUTTER NOTICE OF COMMUNITY OUTREACH MEETING
Abutting property: 15 Stockwell Drive, Avon, MA

Dear Sir or Madam:

As an abutter to 20 Stockwell Drive, Avon, MA this letter and the enclosed notice are being
provided to inform you of a Community Outreach Meeting to be held by I.N.S.A., Inc., regarding its
application to the Massachusetts Cannabis Control Commission for a Medical Marijuana
Treatment Center (MTC) license to be located at 20 Stockwell Drive, Avon, MA. The enclosed notice
provides information about the time, location and content of the community meeting which will
take place at the Mary McDermott Room, Avon Town Hall, 65 East Main St., Avon, MA on August
17, 2021 at 6:00 p.m.

Please contact me at (413) 788-7259 if you have any questions regarding the above.

Sincerely,

Stephen M. Reilly, Jr., Esq.

For Health. For Fun. For Life.

info@myinsa.com 122 Pleasant Street, Easthampton, MA 01027 413-206-6339
myinsa.com
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July 28, 2021

114 West St.
Wilmington, MA 01887

RE: ABUTTER NOTICE OF COMMUNITY OUTREACH MEETING
Abutting property: 15 Stockwell Drive, Avon, MA

Dear Sir or Madam:

As an abutter to 20 Stockwell Drive, Avon, MA this letter and the enclosed notice are being
provided to inform you of a Community Outreach Meeting to be held by I.N.S.A., Inc., regarding its
application to the Massachusetts Cannabis Control Commission for a Medical Marijuana
Treatment Center (MTC) license to be located at 20 Stockwell Drive, Avon, MA. The enclosed notice
provides information about the time, location and content of the community meeting which will
take place at the Mary McDermott Room, Avon Town Hall, 65 East Main St., Avon, MA on August
17,2021 at 6:00 p.m.

Please contact me at (413) 788-7259 if you have any questions regarding the above.

Sincerely,

Stephen M. Reilly, Jr., Esq.

tor Health. For Fun. For Life.

imfol@myinsa.com 122 Pleasant Street, Easthampton, MA 01027 413-206-6339
myinsa.com
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July 28, 2021

RE: ABUTTER NOTICE OF COMMUNITY OUTREACH MEETING
Abutting property: 15 Stockwell Drive, Avon, MA, 5 Stockwell Drive, Avon, MA

Dear Sir or Madam:

As an abutter to 20 Stockwell Drive, Avon, MA this letter and the enclosed notice are being
provided to inform you of a Community Outreach Meeting to be held by I.N.S.A., Inc., regarding its
application to the Massachusetts Cannabis Control Commission for a Medical Marijuana
Treatment Center (MTC) license to be located at 20 Stockwell Drive, Avon, MA. The enclosed notice
provides information about the time, location and content of the community meeting which will
take place at the Mary McDermott Room, Avon Town Hall, 65 East Main St., Avon, MA on August

17, 2021 at 6:00 p.m.

Please contact me at (413) 788-7259 if you have any questions regarding the above.

Sincerely,

Stephen M. Reilly, Jr., Esq.

for Health. For Fun. For Life.

info@myinsa.com 122 Pleasant Street, Easthampton, MA 01027 413-206-6339
myinsa.com
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July 28, 2021

RE: ABUTTER NOTICE OF COMMUNITY OUTREACH MEETING
Abutting Property: Grant Drive, Avon, MA, 4 Harrison Blvd, Avon, MA, 55 Stockwell
Drive, Avon, MA

Dear Sir or Madam:

As an abutter to 20 Stockwell Drive, Avon, MA this letter and the enclosed notice are being
provided to inform you of a Community Outreach Meeting to be held by I.N.S.A., Inc., regarding its
application to the Massachusetts Cannabis Control Commission for a Medical Marijuana
Treatment Center (MTC) license to be located at 20 Stockwell Drive, Avon, MA. The enclosed notice
provides information about the time, location and content of the community meeting which will
take place at the Mary McDermott Room, Avon Town Hall, 65 East Main St., Avon, MA on August
17, 2021 at 6:00 p.m.

Please contact me at (413) 788-7259 if you have any questions regarding the above.

Sincerely,

Stephen M. Reilly, Jr., Esq.

For Health. For Fun. For Life.

infol@myinsa.com 122 Pleasant:Street Easthampton, MA 01027 4113-206-6339
myinsa.com
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July 28, 2021

RE: ABUTTER NOTICE OF COMMUNITY OUTREACH MEETING
Abutting property: 40 Stockwell Drive, Avon, MA

Dear Sir or Madam:

As an abutter to 20 Stockwell Drive, Avon, MA this letter and the enclosed notice are being
provided to inform you of a Community Outreach Meeting to be held by I.N.S.A., Inc., regarding its
application to the Massachusetts Cannabis Control Commission for a Medical Marijuana
Treatment Center (MTC) license to be located at 20 Stockwell Drive, Avon, MA. The enclosed notice
provides information about the time, location and content of the community meeting which will
take place at the Mary McDermott Room, Avon Town Hall, 65 East Main St., Avon, MA on August

17, 2021 at 6:00 p.m.

Please contact me at (413) 788-7259 if you have any questions regarding the above.

Sincerely,

Stephen M. Reilly, Ir., Esq.

For Health. For Fun. For Life.

info@myinsq.com 122 Pleasant Street, Easthampton, MA 01027 413-206-6339
myinsa.com




@
mnsa

July 28, 2021

RE: ABUTTER NOTICE OF COMMUNITY OUTREACH MEETING
Abutting property: 1 Harrison Blvd., Avon, MA

Dear Sir or Madam:

As an abutter to 20 Stockwell Drive, Avon, MA this letter and the enclosed notice are being
provided to inform you of a Community Outreach Meeting to be held by I.N.S.A., Inc., regarding its
application to the Massachusetts Cannabis Control Commission for a Medical Marijuana
Treatment Center (MTC) license to be located at 20 Stockwell Drive, Avon, MA. The enclosed notice
provides information about the time, location and content of the community meeting which will
take place at the Mary McDermott Room, Avon Town Hall, 65 East Main St., Avon, MA on August
17, 2021 at 6:00 p.m.

Please contact me at (413) 788-7259 if you have any questions regarding the above.

Sincerely,

Stephen M. Reilly, Jr., Esq.

For Health. For Fun. For Life.

info@myinsa.com 122 PleasantStreet, Easthampton, MA 01027 413-206-6339
myinsa.com
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July 28, 2021

65 East Main St.
Avon, MA 02322

RE: ABUTTER NOTICE OF COMMUNITY OUTREACH MEETING
Abutting property: 5 Harrison Blvd., Avon, MA

Dear Sir or Madam:

As an abutter to 20 Stockwell Drive, Avon, MA this letter and the enclosed notice are being
provided to inform you of a Community Outreach Meeting to be held by I.N.S.A., Inc., regarding its
application to the Massachusetts Cannabis Control Commission for a Medical Marijuana
Treatment Center (MTC) license to be located at 20 Stockwell Drive, Avon, MA. The enclosed notice
provides information about the time, location and content of the community meeting which will
take place at the Mary McDermott Room, Avon Town Hall, 65 East Main St., Avon, MA on August
17, 2021 at 6:00 p.m.

Please contact me at (413) 788-7259 if you have any questions regarding the above.

Sincerely,

Stephen M. Reilly, Jr., Esq.

For Health, For Eun. For Life.

info@myinsa.com 122 Pleasant Street, Easthampton, MA 01027 413-206-633
myinsa.com
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July 28, 2021

RE: ABUTTER NOTICE OF COMMUNITY OUTREACH MEETING
60 Stockwell Drive, Avon, MA

Dear Sir or Madam:

As an abutter to 20 Stockwell Drive, Avon, MA this letter and the enclosed notice are being
provided to inform you of a Community Outreach Meeting to be held by I.N.S.A., Inc., regarding its
application to the Massachusetts Cannabis Control Commission for a Medical Marijuana
Treatment Center (MTC) license to be located at 20 Stockwell Drive, Avon, MA. The enclosed notice
provides information about the time, location and content of the community meeting which will
take place at the Mary McDermott Room, Avon Town Hall, 65 East Main St., Avon, MA on August
17,2021 at 6:00 p.m.

Please contact me at (413) 788-7259 if you have any questions regarding the above.

Sincerely,

Stephen M. Reilly, Jr., Esq.

For Health. For Eun. For Life.

info@myinsa.com 122 Pleasant Street, Easthampton, MA 01027 213-206-6339
myinsa.com
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VIA HAND DELIVERY TOWN €, LERY
Planning Board
Town of Avon
65 East Main St.
Avon, MA 02322

RE: NOTICE OF COMMUNITY OUTREACH MEETING

Dear Members of the Planning Board:

This letter and the enclosed notice are being provided to inform you of a Community Outreach
Meeting to be held by I.N.S.A., Inc., regarding its application to the Massachusetts Cannabis
Control Commission for a Medical Marijuana Treatment Center (MTC) license to be located at 20
Stockwell Drive, Avon, MA. The enclosed notice provides information about the time, location and
content of the community meeting which will take place at the Mary McDermott Room, Avon
Town Hall, 65 East Main St., Avon, MA on August 17, 2021 at 6:00 p.m.

Please contact me at (413) 788-7259 if you have any questions regarding the above.

Sincerely,

Stephen M. Reilly, Jr., Esq.

For Health-Tor-lun. for Life.

info@myinsa.com 122 PleasantStreet Easthampton, MA 01027 413-2006-6339
o S myinsa.com
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July 28, 2021

VIA HAND DELIVERY

Board of Selectmen
Town of Avon

65 East Main St.
Avon, MA 02322

RE: NOTICE OF COMMUNITY CUTREACH MEETING
Dear Selectmen:

This letter and the enclosed notice are being provided to inform you of a Community Outreach
Meeting to be held by .N.S.A., Inc., regarding its application to the Massachusetts Cannabis
Control Commission for a Medical Marijuana Treatment Center (MTC) license to be located at 20
Stockwell Drive, Avon, MA. The enclosed notice provides information about the time, location and
content of the community meeting which will take place at the Mary McDermott Room, Avon
Town Hall, 65 East Main St., Avon, MA on August 17, 2021 at 6:00 p.m.

Please contact me at (413) 788-7259 if you have any questions regarding the above.

Sincerely,

Stephen M. Reilly, Jr., Esq.

For Health. bor tun: For: Life.

info@myinsa.com _ 1Z2zZPleasant Street; Easthampton, MA 01027 413-206-:6339
- Imnyinsa.com
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VIA HAND DELIVERY TOWNK i Fry

Patricia C. Bessette, Avon Town Clerk
Town of Avon

65 East Main St.

Avon, MA 02322

RE: NOTICE OF COMMUNITY OUTREACH MEETING

Dear Selectmen:

This letter and the enclosed notice are being provided to inform you of a Community Outreach
Meeting to be held by I.N.S.A,, Inc., regarding its application to the Massachusetts Cannabis
Control Commission for a Medical Marijuana Treatment Center (MTC) license to be located at 20
Stockwell Drive, Avon, MA. The enclosed notice provides information about the time, location and
content of the community meeting which will take place at the Mary McDermott Room, Avon
Town Hall, 65 East Main St., Avon, MA on August 17, 2021 at 6:00 p.m.

Please contact me at (413) 788-7259 if you have any questions regarding the above.

Sincerely,

Stephen M. Reilly, Jr., Esq.

Fortiealth. For Fun. tor Life.

info@myinsaicom 122 Pleasant Street, Easthampton, MA 01027 113-206-6339
myinsa.com
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Cannabis
y Sontrol
Commission

COMMONWEALTH OF MASSACHUSETTS

Community Outreach Meeting
Attestation Form

Instru ctions

Communty Outreach Meeting(s) agerequirement of the application to become a Marijuana
Establishment (ME) and Medical Marijuana Treatment CMaiC). 935 CMR 500.101(1),
500.101(2), 501.101(1), and 501.101(2). The applicant must complete each section of this form
and attach all required documents as a single PDF document before uploading it into the
application. If your application is for a license that will be located at more than one (1) location,
and in different municipalities, applicants must complete twait2statiorforms— one for each
municipality. Failure to complete a section will result in the applicatmrbeing deemed

complete Please note that submission of information that is “misleading, incorrect, false, or
fraudulent” is grounds for denial of an application for a license pursuant to 935 CMR 500.400(2)
and 501.400(2).

Attesta tion
I, the béow indicated authorized representativeladt the applicant, attest that the applidzed

complied with the Community Outreach Meeting requirements of 935 CMR 500.101 and/or 935
CMR 501.101 as outlined below:

The Community Outreach Meeting waeld on thdollowing date(s)

At least one (1) meting was held within the municipality where tl (is proposed to
belocated.

At least ong1) meeting was held afteormalbusines$ours (this requiremeran be
satisfied along with requirement #2hie meeting waseld within themunicipality and
afternormalbusinessiours).

C

(774) 415-0200 | MassCannabisControl.Com | Commission@CCCMass.Com




. A copy of the community outreach notice containing the time, place, and subject matter
of the meeting, including the proposed address of the ME or d<published in a
newspaper of general circulation in the municipality at least 14 calendar days prior to the
meetng. A copy of this publication notice is labeled and attached as “Attachment A.”

a. Date of publicationI—I
b. Name of publicationl |

. A copy of the community outreach notice containing the time, place, and subject matter
of the meeting, including the proposed address of theeM¥TC was filed with clerk of
the municipality. A copy of this filed notice is labeled and attached as “Ate&thB{

a. Date noticeifed:

. A copy of the community outreach notice containing the time, place, and subject matter
of the meeting, including the proposed address of theoM#TC was mailed at least

seven (7) calendar days prior to the community outreach meeting to abutters of the
proposed address, and residents within 300 feet of the property line of the applicant’s
proposed location as they appear on the most recent applicable tax list, notwithstanding
that the land of the abutter or resident is located in another municipality. A copy of this
mailed notice is labeled and attached as “AttachménPl@ase redact the name of any
abutter or resident in this notice.

a. Date notice(s) miled:

. The applicant presented information at the Community Outreach Meeting, which at a
minimum includedhe following:
a. The type(s) of MEor MTC to be located at the proposed address;
b. Information adequate to demonstrate that the location will be maintaineélgecur
c. Steps to be taken by tiME or MTC to prevent diversion to minors;
d. A plan by the MEor MTC to positively impact the community; and
e. Information adequate to demonstrate that the location will not constitute a
nuisance as defined by law.

. Conmunity members were permitted to ask questions and receive answers from
representatives of the Mé MTC.



Name of applicant:

Name of applicant’s authorizedpresentative:

Signature of applicant’s authorizegpresentative:
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COMMONWEALTH OF MASSAUHUSETTS

Host Community Agreement Certification Form

The applicant and contracting authority for the host community must complete each section of this form
before uploading it to the application. Failure to complete a section will result in the application being
deemed incomplete. Instructions to the applicant and/or municipality appear in italics. Please note that
submission of information that is “misleading, incorrect, false, or fraudulent” is grounds for denial of an
application for a license pursuant to 935 CMR 500.400(1).

Applicant
I, ?ﬁ'\( er (D Mg L\c_ r~ , (insert name) certify as an authorized representative of
¥ (insert name of applicant) that the applicant has executed a host

community agreement with £ < st plon (insert name of host community) pursuant
t0G.L.c. 94G §3(don_Y |21\ \y (insert date).

w /)~

ngW of Authorized Representative of Applicant

Host Community

I, A . , (insert name) certify that I am the contracting authority or
have been duly authorized by the contracting authority for  EAST A P 20 (insert
name of host community) to certify that the applicant and (insert name

of host community) has executed a host community agreement pursuant to G.L'c. 94G § 3(d) on

3 l, Z"L 18 (insert date).

Massachusetts Cannabis Control Commission
101 Federal Street, 13th Floor, Boston, MA 02110
(617) 701-8400 (office) | mass-cannabis-control.com
























Statement Regarding Easthampton Community Outreach Meeting

Documentation

I.N.S.A., InCs (the “Companig”) cultivation and production facility located at 122 Pleasant
Street, Suite 144, Easthampton, MA 01027 is licensed under MC281268 and MP281426.

Pursuant to 935 CMR 501.101(ihe Company conducted a Community Outreach Meeting
(COM) and completed all other required documentation related to the M six months of
its application for licenses MC281268 and MP281426.

Notice of COM published in local newspaper: 3/19/2018
Copy of meeting notice filed with city: 3/19/2018

Notice of COM mailed to abutters: 3/19/2018

COM Held: 3/30/2018

Applications Submitted: 7/2/2018

X X X X X

The Company was issued final licenses for MC281268 and MP281426 on 8/20/18 and has been

in operation continuously.
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1. Statement of Purpose

Pursuant to 935 CMR 500.101(1)(a)9.f., 935 CMR 501.101(1)(a)9.f., and all other applicable
Cannabis Control Commission (the “Commission”) guidance, I.N.S.A., Inc. (the “Company”)
has developed the following plan in order to positively impact individuals and communities that
have been disproportionately impacted by cannabis prohibition.

The Company will focus its efforts on disproportionately impacted areas in close proximity to
where the Company operates including the following, all of which qualify as areas of
disproportionate impact as defined by the Commission:

Amherst
Brockton
Holyoke

Lynn

Randolph
Springfield

West Springfield

X X X X X X X

The Commission has identified the following criteria to categorize individuals anaoities
that have been disproportionately impacted:

1. Past or present residents of the geographic “areas of disproportionate impact,” which
have been defined by the Commission.

Commissiordesignated Economic Empowerment Priority applicants.
Commissiordesighated Social Equity Program participants.

Massachusetts residents who have past drug convictions.

Massachusetts residents with parents or spouses who have drug convictions.

abrwn

The Company will focus its impact on past or present residents of the geographgda
disproportionate impact,” which have been defined by the Commission.

The Company will document the progress or success of this plan upon the renewal of its license
on an annual basis.

2. Goals

The Company has defined the following goals in order to promote equity among diverse
individuals:

I.N.S.A, Inc. Page 2 April 6, 2022
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x Goal 1: To provide job opportunities and reduce barriers of entry to disproportionately
affected individuals who are past or present residents of the geographic areas of
disproportionate impact by striving to meet or exceed the following target demographics
for the Company’s operations in Massachusetts:

Tablel. Target Demographics

Demographic Group Target
D|spropo'rt'|onately Impacted 20%
Individuals Total:

Past or present residents thie
geographic “areas of disproportionate 20%
impact,” which have been defined by the
Commission.
Commissiordesignated Economic 0%
Empowerment Priority applicants.
Commissiordesignated Social Equity 0%
Program participants.
Massachusetts residents wiave past 0%
drug convictions.
Massachusetts residents with parents ¢ 0%
spouses who have drug convictions.

0 Supporting Program: Job Fair Program

x Goal 2: To provide financial support to disproportionately impacted individuals and
communities through focused charitable giving by making four donations annually of at
least £,000 each to charities that provide suppodisproportionately impacted
communities.

0 Supporting Program: Charitable Giving Program

3. Programs

The following programs will be used to effectuate the Company’s goals.
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3.1. Job Fair Program

In order to ensure that candidates from disproportionally impacted areas have the opportunities
needed to access jobs at the Company, the Company will host at lepsi faios in areas of
disproportionate impaatith close proximity to the Company’s facilities.

Measurements:

The following measurements will be used to track the success of this pragda@oal 1:

1. At least twice per year the Company will host a job fair in an area of disproportionate
impactwith close proximity to the Company’s facilities.
2. The Company will advertise the job fair via its emalil list, social media, and/or website.

3.2. Charitable Giving Program

The Company seeks to help mitigate the effects of campaohibition by providing resources to
individuals and communities disproportionally impacted by cannabis prohibition through
charitable giving.

At least four times per year the Company will make a financial contribution to an organization
which benefis disproportionately affected individuals in the amount of $2,000 or greater.

The Company has selected the following local organizations to contribute to which work to
benefit individuals and communities disproportionately impacted by cannabis prohibition:

The Forest Park Project

The Food Bank of Western Massachusetts
The Food Project

MaryAnne’s Kids

Camp Fire North Shore

Blues to Green

Makedt-Springfield

Open Pantry Community Services

X X X X X X X X

The Company has included letters of support from these organizations affirming that they will
accept charitable donations from the Company and how each organization will directly impact
residents of Springfield or Lynn in Appendix A.

Measurements:
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The following measurements will be used to track the succabsqirogramand Goal 2:

1. At least four times a year the Company will make a financial contribution to an
organization which benefits disproportionately affected individaats communitieg
the amount of $2,000 or greater.

4. Acknowledgements

This plan, and any actions taken by the Company, will adhere to the requirements set forth in
935 CMR 500.105(4) which provides the permitted and prohibited advertising, branding,
marketing, and sponsorship practices of marijuana establishments.

Additionally, any actions taken, or programs instituted by the Company will not violate the
Commission’s regulations with respect to limitations on ownership or control or other applicable
state laws.

5. Appendix A

5.1. The Forest Park Project

Forest Park Project is a Springfield, MAsled nonprofit organization that seeks to provide

support for those suffering from opioid addiction. The Forest Park Ptajext a multfaceted
approach combating the opioid crisis, focusing primarily on the establishment of a sober house to
help those in serious recovery.
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Figure 1. The Forest Park Project: Letter of Support
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5.2. The Food Bank of Western Massachusetts

The Food Bank of Western Massachusetts has been feeding those in need and leading the
community to end hunger since 1982. They distribute food to its member agencies in Berkshire,
Franklin, Hampden and Hampshire counties. These independent pantries, meal sites and shelters
are on the front lines of emergency food assistance in our region, playing a crucial role helping
individuals, families, seniors and children. Many of these efforts support individuals and
communities in Springfield, MA.

I.N.S.A, Inc. Page 7 April 6, 2022
License #RMDA3362



Figure 2. The Food Bank of Western Massachusetts: Letter of Support
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5.3. The Food Project

The Fod Project is a 501(c)(3) nonprofit, whose mission is to create a thoughtful and productive
community of youth and adults from diverse backgrounds who work together to build a
sustainable food system.

In 2016, The Food Project established Lynn Grows, ta@eship with the Lynn Food and
Fitness Alliance (LFFA), Lynn residents, and other stakeholders, that aims to build a food
system that works for everyone in the city of Lynn.
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Figure 3. The Food Project: Letter of Support
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5.4. MaryAnne’s Kids

MaryAnne’s Kids is a special fund developed by the Center for Human Development (CHD), a
Springfield based organization, established to provide opportufatiekildren in foster care

that would otherwise be unavailable to them, as they argpiotlly paid for through the State
foster care systenBy providing these children the means to pursue special interests in music,
dance, art, sports, summer camps and extracular education, MaryAnne’s Kids hope to offer

a positive influence thatilwremain with them throughout their lives. Many of the benefits of the
fund support individuals and communities in Springfield.
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Figure 4. MaryAnne's Kids: Letter of Support
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5.5. Camp Fire North Shore

Camp Fire North Shore is a npnefit organization with programs to encourage personal
exploration in youths by incorporating a researched based approach to youth development that
ensures participants gain the skills necessary to thrive throughout their lives.

Camp Fire North Shore's mission is to provide safe and inclusive out of school time
programming that empowers youth to thrive and become caring and confident leaders. Camp
Fire offers several programs throughout the year including, a State Licensed After School
Program, SelReliance Program, Teens In Action, Club Program and a 9 week Summer Camp
for kids ages &-.

Through its programs they promote moral, social and interpersonal development for area
children and young adults. Camp Fire North Shore is based in Lynn and prapgest $o
individuals and communities in Lynn.
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Figure5. Camp Fire North Shore: Letter of Support
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5.6. Blues to Green

Blues to Green is a nonprofit organization using music to bring people together, uplift and
inspire, and help to build a more equitable and sustainable world. Activities include
performances, public talks, muttiedia presentations, workshops and instructional programs
striving to promote accessibility to the arts, raise awareness about social and environmental
issues, and provide educational and artistic opportunities for underserved youth. They seek to
generate support for local partner organizations contributing to sustainable community
development and youth empowerment through the arts.

The Springfield Jazz & RostFestivawas developed by the ngmefit Blues to Green, led by

the efforts of foundeKristin Neville, along withEvan Plotkin, President of NAI Plotkin and
Director of Springfield City Mosaic, with the hope that people of many different communities
coud unite in Springfield, the urban center of Western Massachusetts, to share their love for
music and art. It is a free festival event offering music, theater, dance, arts & crafts, educational
workshops, and local culinary offerings in the heart of Springfield, MA. The Festival centers
around bringing people together and enriching the community through a celebration of jazz and
roots music, featuring both risirggars and legends of American music.
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Figure 6. Blues to Green: Letter of Support
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5.7. Makelt-Springfield

Makedt Springfield is a community incubator and workshop space for everyone to make, create
& share their skills and tools. Makeprovides a platform for community members of all
backgrounds to learn new skills, build relationships, launch businesses & inspire one another.
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Figure 7. Makelt-Springfield: Letter of Support
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5.8. Open Pantry Community Services

In 1975, Open Pantry Community Services was founded as a private, nonprofit orgamzati
Springfield, Massachusetts.

Their mission statement is "We endeavor to provide meaningful services and processes, with
humanity and dignity, which can assist people who are hungry, homeless or disadvantaged to
improve the quality of their lives."

Open Pantry receives wonderful support from area faith communities and houses of worship
however, the agency does not have or promote any religious mission.
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Figure 8. Open Pantry Community Services: Letter of Support
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THE COMMONWEALTH OF MASSACHUSETTS

| hereby certify that, upon examination of this document, duly submitted to me, it appears
that the provisions of the General Laws relative to corporations have been complied with,
and | hereby approve said articlasd the filing fee having been paid, said articles are

deemed to have been filed with me on:

January 26, 2018 09:35 AM

WILLIAM FRANCIS GALVIN

Secretary of the Commonwealth
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ARTICLE |

SHAREHOLDERS

Section 1. Annual Meeting. The Corporation shall hold an annual meeting of
shareholders at a time fixed by the Directors. The purposes for which the annual meeting is to be
held, in addition to those prescribed by the Articles of Organization, shall be for electing
directors and for such other purposes as shall be specified in the notice for the meeting, and only
business within such purposes may be conducted at the meeting. In the event an annual meeting
is not held athe time fixed in accordance with these Bylaws or the time for an annual meeting is
not fixed in accordance with these Bylaws to be held within 13 months after the last annual
meeting was held, the Corporation may designate a special meeting held eha®eaftspecial
meeting in lieu of the annual meeting, and the meeting shall have all of the effect of an annual
meeting.

Section 2. Special MeetingSpecial meetings of the shareholders may be called by the
President or by the Directors, and shall be called by the Secretary, or in case of the death,
absence, incapacity or refusal of the Secretary, by another officer, if the holders of at least 10 per
cent, or such lesser percentage as the Articles of Organization permit, of all the votes entitled to
be cast on any issue to be considered at the proposed special meeting sign, date, and deliver to
the Secretary one or more written demands for the meeting describing the purpose for which it is
to be held. Onlypusiness within the purpose or purposes described in the meeting notice may be
conducted at a special shareholders' meeting.

Section 3. Place of Meeting®\ll meetings of shareholders shall be held at the principal
office of the Corporation unless a different place is specified in the notice of the meeting or the
meeting is held solely by means of remote communication in accordance with Section 11 of this
Article.

Section 4. Requirement of Notic& written notice of the date, time, and place of each
annual and special shareholders' meeting describing the purposes of the meeting shall be given to
shareholders entitled to vote at the meeting (and, to the extent required by law or the Articles of
Organization, to shareholders not entitled to vote at the meeting) no fewer than seven nor more
than 60 days before the meeting date. If an annual or speeialing of shareholders is
adjourned to a different date, time or place, notice need not be given of the new date, time or
place if the new date, time or place, if any, is announced at the meeting before adjournment. If a
new record date for the adjournetkeeting is fixed, however, notice of the adjourned meeting
shall be given under this Section to persons who are shareholders as of the new record date. All
notices to shareholders shall conform to the requirements of Article Ill.

Section 5. Waiver ofdtice A shareholder may waive any notice required by law, the
Articles of Organization, or these Bylaws before or after the date and time stated in the notice.
The waiver shall be in writing, be signed by the shareholder entitled to the notice, and be
delivered to the Corporation for inclusion with the records of the meeting. A shareholder's
attendance at a meeting: (a) waives objection to lack of notice or defective notice of the meeting,
unless the sharelder at the beginning of the meeting objects to holding the meeting or
transacting business at the meeting; and (b) waives objection to consideration of a particular
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matter at the meeting that is not within the purpose or purposes described in the nuietng
unless the shareholder objects to considering the matter when it is presented.

Section 6. Quorum

@) Unless otherwise provided by law, or in the Articles of Organization, these
Bylaws or a resolution of the Directors requiring satisfaction of a greater quorum requirement for
any voting group, a majority of the votes entitled to be cast on the matter by a voting group
constitutes a quorum of that voting group for action on that matter. As used in th@ass, By
voting group includes all shares of one or more classes or series that, under the Articles of
Organization or the Massachusetts Business Corporation Act, as in effect from time to time (the
“MBCA"), are entitled to vote and to be counted togettudiectively on a matter at a meeting of
shareholders.

(b) A share once represented for any purpose at a meeting is deemed present for
quorum purposes for the remainder of the meeting and for any adjournment of that meeting
unless (1) the shareholdereattls solely to object to lack of notice, defective notice or the
conduct of the meeting on other grounds and does not vote the shares or otherwise consent that
they are to be deemed present, or (2) in the case of an adjournment, a new record datk is or sha
be set for that adjourned meeting.

Section 7. Voting and ProxiedUnless the Articles of Organization provide otherwise,
each outstanding share, regardless of class, is entitled to one vote on #aclvoted on at a
shareholders’ meeting. A shareholder may vote his or her shares in person or may appoint a
proxy to vote or otherwise act for him or her by signing an appointment form, either personally
or by his or her attornep-fact. An appointmenof a proxy is effective when received by the
Secretary or other officer or agent authorized to tabulate votes. Unless otherwise provided in the
appointment form, an appointment is valid for a period of 11 months from the date the
shareholder signed therfo or, if it is undated, from the date of its receipt by the officer or agent.
An appointment of a proxy is revocable by the shareholder unless the appointment form
conspicuously states that it is irrevocable and the appointment is coupled with an, iagerest
defined in the MBCA An appointment made irrevocable is revoked when the interest with
which it is coupled is extinguished. The death or incapacity of the shareholder appointing a
proxy shall not affect the right of the Corporation to accept the [maxyhority unless notice of
the death or incapacity is received by the Secretary or other officer or agent authorized to
tabulate votes before the proxy exercises his or her authority under the appointment. A
transferee for value of shares subject targvocable appointment may revoke the appointment
if he or she did not know of its existence when he or she acquired the shares and the existence of
the irrevocable appointment was not noted conspicuously on the certificate representing the
shares or on the information statement for shares without certificates. Subject to the provisions
of Section 7.24 of the MBCAnNd to any express limitation on the proxy's authority appearing on
the face of the appointment form, the Corporation is entitled to accept the proxy's vote or other
action as that of the shareholder making the appointment.

Section 8. Action at Meeting. If a quorum of a voting group exists, favorable action on a
matter, other than the election of Directors, is taken by a voting group if the votes cast within the
group favoring the action exceed the votes cast opposing the action, unless a greater number of
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affirmative votes is required by law, or the Articles of Organization, these Bglaw®solution

of the Board of Directorsequiring receipt of a greater affirmative vote of the shareholders,
including more separate voting groups. Directors are elected by a plurality of the votes cast by
the shares entitled to vote in the election at a mgeti which a quorum is presentlo ballot

shall be required for such election unless requested by a shareholder present or represented at the
meeting and entitled to vote in the election.

Section 9. Action without Meeting by Written Consent

(@ Action taken at a shareholders' meeting may be taken without a meeting if the
action is taken either: (1) by all shareholders entitled to vote on the action; or (2) to the extent
permitted by the Articles of Organization, by shareholders having not less than the minimum
number of votes necessary to take the action at a meeting at which all shareholders entitled to
vote on the action are present and voting. The action shall be evidenoged by more written
consents that describe the action taken, are signed by shareholders having the requisite votes,
bear the date of the signatures of such shareholders, and are delivered to the Corporation for
inclusion with the records of meetings with60 days of the earliest dated consent delivered to
the Corporation as required by this Section. A consent signed under this Section has the effect of
a vote at a meeting.

(b) If action is to be taken pursuant to the consent of voting shareholders without a
meeting, the Corporation, at least seven days before the action pursuant to the consent is taken,
shall give notice, which complies in form with the requirements of Article 1ll, of the action (1) to
nonvoting shareholders in any case where such notice would be required by law if the action
were to be taken pursuant to a vote by voting shareholders at a meeting, and (2) if the action is to
be taken pursuant to the consent of less than all the shareholders entitled to vote on the matter, to
all shareholdes entitled to vote who did not consent to the action. The notice shall contain, or be
accompanied by, the same material that would have been required by law to be sent to
shareholders in or with the notice of a meeting at which the action would have been submitted to
the shareholders for approval.

Section 10. Record Datel'he Directors may fix the record date in order to determine the
shareholders entitled to notice of a shareholders’ meeting, to demand a special meeting, to vote,
or to take any other action. If a record date for a specific action is not fixed by the Board of
Directors, and is not supplied by law, the record date shall be the close of business either on the
day before the first notice is sent to shareholders, or, if no notice is sent, on the day before the
meeting or, in the case of action without a meeting by written consent, the date the first
shareholder signs the consent. A record date fixed under this Section may not be more than 70
days lefore the meeting or action requiring a determination of shareholleletermination of
shareholders entitled to notice of or to vote at a shareholders' meeting is effective for any
adjournment of the meeting unless the Board of Directors fixes a nevd r@&te, which it shall
do if the meeting is adjourned to a date more than 120 days after the date fixed for the original
meeting.

Section 11. Meetings by Remote Communicatiodsless otherwise provided in the

Articles of Organization, if authorized by the Directors: any annual or special meeting of
shareholders need not be held at any place but may instead be held solely by means of remote
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communication; and subject to such guidelines and procedures as the Board of Directors may
adopt, shareholders and proxyholders not physically present at a meeting of shareholders may,
by means of remote communications: (a) participate in a meeting of shareholders; and (b) be
deemed present in person and vote at a meeting of shareholders whether such meeting is to be
held at a designated place or solely by means of remote communication, provided that: (1) the
Corporation shall implement reasonable measures to verify that each person deemed present and
permitted to vote at the meeting by means of remote communication is a shareholder or
proxyholder; (2) the Corporation shall implement reasonable measures to provide such
shareholders and proxyholders a reasonable opportunity to participate in the meetdagote

on matters submitted to the shareholders, including an opportunity to read or hear the
proceedings of the meeting substantially concurrently with such proceedings; and (3) if any
shareholder or proxyholder votes or takes other action at th&énmd®y means of remote
communication, a record of such vote or other action shall be maintained by the Corporation.

Section 12. Form of Shareholder Action.

(@) Any vote, consent, waiver, prgxappointment or other action by a shareholder or
by the proxy or other agent of any shareholder shall be considered given in writing, dated and
signed, if, in lieu of any other means permitted by law, it consists of an electronic transmission
that sets forth or is delivered with information from which the Corporation can determine (i) that
the electronic transmission was transmitted by the shareholder, proxy or agent or by a person
authorized to act for the shareholder, proxy or agent; and (ii) the date on which such shareholder,
proxy, agent or authorized person transmitted the electronic transmission. The date on which the
electronic transmission is transmitted shall be considered to be the date on which it was signed.
The electronic transmission shall be considered received by the Corporation if it has been sent to
any address specified by the Corporation for the purpose or, if no address has been specified, to
the principal office of the Corporation, addressed to the Secretary or other officer dnaagegt
custody of the records of proceedings of shareholders.

(b)  Any copy, facsimile or other reliable reproduction of a vote, consent, waiver,
proxy appointment or other action by a shareholder or by the proxy or other agent of any
shareholder may be substituted or used in lieu of the original writing for any purpose for which
the original writing could be used, but the copy, facsimile or other reproduction shall be a
complete reproduction of the entire original writing.

Section 13. Shareholders List for Meeting

(@) After fixing a record date for a shareholders' meeting, the Corporation shall
prepare an alphabetical list of the names of all its shareholders who are entitled to nbtce of t
meeting. The list shall be arranged by voting group, and within each voting group by class or
series of shares, and show the address of and number of shares held by each shareholder, but
need not include an electronic mail address or other electrontactoinformation for any
shareholder.

(b) The shareholders list shall be available for inspection by any shareholder,
beginning two business days after notice is given of the meeting for which the list was prepared
and continuing through the meeting: (1) at the Corporation's principal office or at a place
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identified in the meeting notice in the city where the meeting will be held; or (2) on a reasonably

accessible electronic network, provided that the information required to gain access to such list is
provided with the notice of the meeting. If the meeting is to be held solely by means of remote

communication, the list shall be made available on an electronic network.

(c) A shareholder, his or her agent, or attorney is entitled on written demand to
inspect and, subject to the requirements of Section 2(c) of Article VI of these Bylaws, to copy
the list, during regular business hours and at his or her expense, during the period it is available
for inspection.

(d) The Corporation shall make the sharekoddist available at the meeting, and any
shareholder or his or her agent or attorney is entitled to inspect the list at any time during the
meeting or any adjournment.

Section 14. Adjournment of Meetin@ibject to the provisions of Sections 4, 6(b) and
10 of this Article Irelating to adjourned meetingany meeting of shareholders may be
adjourned from time to time to any other time and to any other place at which a meeting of
shareholders may be held under these Bylaws (including the adjournmemteetiag held at a
place to a meeting held solely by means of remote communication and vicebyettsa holders
of a majority of the shares present in person or sgmted by proxy at the meeting and entitled
to vote though less than a quorum with respect to any one or more matters to be voted upon at
the meeting, or, if no shareholder is present or represented by proxy, by any officer entitled to
preside at or to act as seamy of such meeting, without notice other than announcement at the
meeting lefore adjournment of the time and place (if any), and the means of remote
communication, if any, by which shareholders and proxy holders may be deemed to be present in
person and vote at such adjourned meeting, until a quorum shall be present or eghrégent
any such adjourned meeting at which a quorum shall be present or represented, any business may
be transacted which might have been transacted at the original meeting.

ARTICLE Il

DIRECTORS

Section 1. PowersAll corporate power shall be exercised by or under the authority of,
and the business and affairs of the Corporation shall be managed under the direction of, its Board
of Directors.

Section 2. Number and Election. The Board of Directors shall consist of one or more
individuals, with the number fixed by the shareholders at the annual meeting or by the Board of
Directors, but, unless otherwise provided in the Aetif Organization, if the Corporation has
more than one shareholder, the number of Directors shall not be less than three, except that
whenever there shall be only two shareholders, the number of Directors shall not be less than
two. Except as otherwiggovided in these Bylaws or the Articles of Organization, the Directors
shall be elected by the shareholders at the annual meeting.

Section 3. Vacancies If a vacancy occurs on the Board of Directors, including a
vacancy resulting from an increase in the number of Directors: (a) the shareholders may fill the
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vacancy; (b) the Board of Directors may fill the vacancy; or (c) if the Directors remaining in
office constitute fewer than a quorum of the Board, they milatyé vacancy by the affirmative

vote of a majority of all the Directors remaining in office. A vacancy that will occur at a specific
later date may be filled before the vacancy occurs but the new Director may not take office until
the vacancy occurdf the vacant office was held by a director elected by a voting group of
shareholders, only the holders of shares of that voting group or the Directors elected by that
voting group are entitled to vote to fill the vacancy.

Section 4. Change in Size of #Beard of Directors The number of Directors may be
fixed or changed from time to time by the shareholders or the Board of Directors, and the Board
of Directors may increase or decrease the number of Directors last approved by the shareholders.

Section 5. Tenure The terms of all Directors shall expire at the next annual
shareholders’ meeting following their election. A decrease in the number of Directors does not
shorten an incumbent Director's term. The term of a Director elected to fill a vacancy shall expire
at the next shareholders' meeting at which Directors are elected. Despite the expiration of a
Director's term, he or she shall continue to serve until his or her successor is elected and
gualified or until there is a decrease in the number of Directors.

Section 6. Resignation. A Director may resign at any time by delivering written notice
of resignation to the Board of Directors, its chairman, or to the Corporation. A resignation is
effective when the notice is delivered unless the notice specifies a later effective date.

Section 7. Removal The shareholders may remove one or nmiectors with or
without cause but if a Director is elected by a voting group of shareholders, only the shareholders
of that voting group may participate in the vote to remove him or her. A Director may be
removel for cause by the Directors by vote of a majority of the Directors then in bfiicef a
Director is elected by a voting group of shareholders, only the Directors elected by that voting
group may participate in the vote to remove him or. BeDirector may be removed by the
shareholders or the Directors only at a meeting called for the purpose of removing him or her,
and the meeting notice must state that the purpose, or one of the purposes, of the meeting is
removal of the Director.

Section 8. Regulavlieetings Regular meetings of the Board of Directors may be held at
such times and places as shall from time to time be fixed by the Board of Directors without
notice of the date, time, place or purpos¢éhef meeting.

Section 9. Special MeetingSpecial meetings of the Board of Directors may be called
by the President, by the Secretary, by any two Directors, or by one Director in the event that
there is mly one Director.

Section 10. NoticeSpecial meetings of the Board must be preceded by at least two days'
notice of the date, time and place of the meeting. The notice need not describe the purpose of the
specialmeeting. All notices to directors shall conform to the requirements of Article IIl.

Section 11. Waiver of NoticeA Director may waive any notice before or after the date
and time of the meeting. Theawer shall be in writing, signed by the Director entitled to the
notice, or in the form of an electronic transmission by the Director to the Corporation, and filed
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with the minutes or corporate records. A Director's attendance at or participation etirgme

waives any required notice to him or her of the meeting unless the Director at the beginning of
the meeting, or promptly upon his or her arrival, objects to holding the meeting or transacting
business at the meeting and does not thereafter vote for or assent to action taken at the meeting.

Section 12. QuorumA quorum of the Board of Directors consists of a majority of the
Directors then in office, provided always that any number of Directors (whether oreeand
whether or not constituting a quorum) constituting a majority of Directors present at any meeting
or at any adjourned meeting may make any reasonable adjournment thereof.

Section 13. Action at Meeting. If a quorum is present when a vote is taken, the
affirmative vote of a majority of Directors present is the act of the Board of Directors. A Director
who is present at a meeting of the Board of Directors or a committee of the Board of Directors
whencorporate action is taken is considered to have assented to the action taken unless: (a) he or
she objects at the beginning of the meeting, or promptly upon his or her arrival, to holding it or
transacting business at the meeting; (b) his or her dissatistention from the action taken is
entered in the minutes of the meeting; or (c) he or she delivers written notice of his or her dissent
or abstention to the presiding officer of the meeting before its adjournment or to the Corporation
immediately afteadjournment of the meeting. The right of dissent or abstention is not available
to a Director who votes in favor of the action taken.

Section 14. Action Without Meeting. Any action required or ipedrto be taken by the
Directors may be taken without a meeting if the action is taken by the unanimous consent of the
members of the Board of Directors. The action must be evidenced by one or more consents
describing the action taken, in writing, sigriegleach Director, or delivered to the Corporation
by electronic transmission, to the address specified by the Corporation for the purpose or, if no
address has been specified, to the principal office of the Corporation, addressed to the Secretary
or otherofficer or agent having custody of the records of proceedings of Directors, and included
in the minutes or filed with the corporate records reflecting the action taken. Action taken under
this Section is effective when the last Director signs or deliversonsent, unless the consent
specifies a different effective date. A consent signed or delivered under this Section has the
effect of a meeting vote and may be described as such in any document.

Section 15. Telephone Conference Meetinfyse Board of Directors may permit any or
all Directors to participate in a regular or special meeting by, or conduct the meeting through the
use of, any means of communication by which all Directorsqgiaating may simultaneously
hear each other during the meeting. A Director participating in a meeting by this means is
considered to be present in person at the meeting.

Section 16. CommitteeS he Board of Dectors may create one or more committees and
appoint members of the Board of Directors to serve on them. Each committee may have one or
more members, who serve at the pleasure of the Board of Directors. The creation of a committee
and appointment of memigeto it must be approved by a majority of all the Directors in office
when the action is taken. Article Ill and Sections 10 through 15 of this Article shall apply to
committees and their members. To the extent specified by the Board of Directors, each
committee may exercise the authority of the Board of Directors. A committee may not, however:
(a) authorize distributions; (b) approve or propose to shareholders action that the MBCA requires
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be approved by shareholders; (c) change the number of the Board of Directors, remove Directors
from office or fill vacancies on the Board of Directors; (d) amend the Articles of Organization;
(e) adopt, amend or repeal Bylaws; or (f) authorize or approve reacquisition of shares, except
according to a formula or method prescribed by the Board of Directors. The creation of,
delegation of authority to, or action by a committee does not alone constitute compliance by a
Director with the standards of conduct described in Section 18 of this Article.

Section 17. Compensation. The Board of Directors may fix the compensation of
Directors.

Section 18. Standard of Conduct for Directors

(@ A Director shall discharge his or her duties as a Director, including his or her
duties as a member of a committee: (1) in good faith; (2) with the care that a person in a like
position would reasonably believe appropriate under similar circumstances; and (3) in a manner
the Director reasonably believes to be in the best interests of the Corporation. In determining
what the Director reasonably believes to be in the best interests of the Corporation, a Director
may consider the interests of the Corporatiemployees, suppliers, creditors and customers, the
economy of the state, the region and the nation, community and societal considerations, and the
longterm and shofterm interests of the Corporation and its shareholders, including the
possibility that these interests may be best served by the continued independence of the
Corporation.

(b) In discharging his or her duties, a Director who does not have knowledge that
makes reliance unwarranted is entitled to rely on information, opinions, reportsteonesits,
including financial statements and other financial data, if prepared or presented by: (1) one or
more officers or employees of the Corporation whom the Director reasonably believes to be
reliable and competent with respect to the information, opinions, reports or statements presented;
(2) legal counsel, public accountants, or other persons retained by the Corporation, as to matters
involving skills or expertise the Director reasonably believes are matters (i) within the particular
person's professnal or expert competence or (i) as to which the particular person merits
confidence; or (3) a committee of the Board of Directors of which the Director is not a member if
the Director reasonably believes the committee merits confidence.

(c) A Director is not liable for any action taken as a Director, or any failure to take
any action, if he or she performed the duties of his or her office in compliance with this Section.

Section 19. Conflict of Interest

(@) A conflict of interest transaction is a transaction with the Corporation in which a
Director of the Corporation has a material direct or indirect interest. A conflict of interest
transaction is not voidable by the Corporation solely becauskeobDirector's interest in the
transaction if any one of the following is true:

(1) the material facts of the transaction and the Director's interest were disclosed or
known to the Board of Directors or a committee of the Board of Directors and the Board of
Directors or committee authorized, approved, or ratified the transaction;
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(2) the material facts of the transaction and the Director's interest were disclosed or
known to the shareholders entitled to vote and they authorized, approved, or ratified the
transaction; or

(3) the transaction was fair to the Corporation.

(b) For purposes of this Section, and without limiting the interests that may create
conflict of interest transactions, a Director of the Corporation has an indirect interest in a
transaction if: (1) another entity in which he or she has a material financial interest or in which
he or she is a general partner is a party to the transaction; or (2) another entity of which he or she
is a director, officer, or trustee or in which he or she holds another position is a party to the
transaction and the transaction is or should be considered by the Board of Directors of the
Corporation.

(c) For purposes of clause (1) of subsection (a), a conflict of interest transaction is
authorized, approved, or ratified if it receives the affirmative vote of a majority of the Directors
on the Board of Directors (or on the committee) who have no direct or indirect interest in the
transaction, but a transaction may not be authorized, approved, or ratified under this Section by a
single Director. If a majority of the Directors who have no direct or indirect interest in the
transaction vote to authorize, approve, or ratify the transaction, a quorum is present for the
purpose of taking action under this Section. phesence of, or a vote cast by, a Director with a
direct or indirect interest in the transaction does not affect the validity of any action taken under
clause (1) of subsection (a) if the transaction is otherwise authorized, approved, or ratified as
provided in that subsection.

(d) For purposes of clause (2) of subsection (a), a conflict of interest transaction is
authorized, approved, or ratified if it receives the vote of a majority of the shares entitled to be
counted under this subsection. Shares owned by or voted under the control of a Director who has
a direct or indirect interest in the transaction, and shares owned by or voted under the control of
an entity described in clause (1) of subsection (b), may not be counted in a vote of shareholders
to determine whether to authorize, approve, or ratify a conflict of interest transaction under
clause (2) of subsection (a). The vote of those shares, however, is counted in determining
whether the transaction is approved under other Sections of these BAlamagority of the
shares, whether or not present, that are entitled to be counted in a vote on the transaction under
this subsection constitutes a quorum for the purpose of taking action under this Section.

Section 20. Loans to DirectorsThe Corporation may not lend money to, or guarantee
the obligation of a Director of, the Corporation unless: (a) the specific loan or guarantee is
approved by a majority of the votes represented by the outstanding sbtires of all classes,
voting as a single voting group, except the votes of shares owned by or voted under the control
of the benefited Director; or (b) the Corporation's Board of Directors determines that the loan or
guarantee benefits the Corporation and either approves the specific loan or guarantee or a general
plan authorizing loans and guarantees. The fact that a loan or guarantee is made in violation of
this Section shall not affect the borrower's liability on the loan.
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ARTICLE IlI

MANNER OF NOTICETO SHAREHOLDERS AND DIRECTORS

All notices to shareholders and Directorereunder shall conform to the following
requirements:

@) Notice shall be in writing unless oral notice is reasonable under the
circumstances. Notice by electronic transmission is written notice.

(b) Notice may be communicated in person; by telephone, voice mail, telegraph,
teletype, or other electronic means; by mail; by electronic transmissidoy aressenger or
delivery service. If these forms of personal notice are impracticable, notice may be
communicated by a newspaper of general circulation in the area where published; or by radio,
television, or other form of public broadcast communication.

(© Written notice, other than notice by electronic transmission, if in a
comprehensible form, is effective upon deposit in the United Stedésif mailed postpaid and
correctly addressed to the shareholder's address shown in the Corporation's current record of
shareholders.

(d) Written notice by electronic transmission, if in comprehensible form, is effective:
(1) if by facsimile telecommunication, when directed to a number furnished by the shareholder
for the purpose; (2) if by electronic mail, when directed to an electronic mail address furnished
by the shareholder for the purpose; (3) if by a posting on an electronic network togéther w
separate notice to the shareholder of such specific posting, directed to an electronic mail address
furnished by the shareholder for the purpose, upon the later of (i) such posting and (ii) the giving
of such separate notice; and (4) if by any other form of electronic transmission, when directed to
the shareholder in such manner as the shareholder shall have specified to the Corporation. An
affidavit of the Secretary or an Assistant Secretary of the Corporation, the transfer agent or other
agent of theCorporation that the notice has been given by a form of electronic transmission
shall, in the absence of fraud, be prima facie evidence of the facts stated therein.

(e) Except as provided in subsection (c), written notice, other than notice by
electronc transmission, if in a comprehensible form, is effective at the earliest of the following:
(1) when received; (2) five days after its deposit in the United States malil, if mailed postpaid and
correctly addressed; (3) on the date shown on the return receipt, if sent by registered or certified
mail, return receipt requested; or if sent by messenger or delivery service, on the date shown on
the return receipt signed by or on behalf of the addressee; or (4) on the date of publication if
notice by publications permitted.

() Oral notice is effective when communicated if communicated in a comprehensible
manner.
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ARTICLE IV

OFFICERS

Section 1. Enumeration. The Corporation shall have a President, a Treasurer, a Secretary
and such other officers as may be appointed by the Board of Directors from time to time in
accordance with these Bylaws. The Board may appoint one of its members to the office of
Chairman of the Board and from time to time define the powers and duties of that office
notwithstanding any other provisions of these Bylaws.

Section 2. AppointmentThe officers shall be appointed by the Board of Directors. A
duly appointed officer may appoint one or more officers or assistant officers if authorized by the
Board of Directors. Each officer has the authority and shall perform the duties set forth in these
Bylaws or, to the extent consistent with these Bylaws, the dutescnired by the Board of
Directors or by direction of an officer authorized by the Board of Directors to prescribe the
duties of other officers.

Section 3. Qualification. The same individual may simultangdusid more than one
office in the Corporation.

Section 4. Tenure Officers shall hold office until the first meeting of the Directors
following the next annual meeting of shareholders after their appointment and until their
respective successors are duly appointed, unless a shorter or longer term is specified in the vote
appointing them.

Section 5. Resignation. An officer may resign at any time by delivering notice of th
resignation to the Corporation. A resignation is effective when the notice is delivered unless the
notice specifies a later effective date. If a resignation is made effective at a later date and the
Corporation accepts the future effective date, the dadr Directors may fill the pending
vacancy before the effective date if the Board of Directors provides that the successor shall not
take office until the effective date. An officer's resignation shall not affect the Corporation's
contract rights, if anywith the officer.

Section 6. RemovalThe Board of Directors may remove any officer at any time with or
without cause. The appointment of an officer shall not itself create contract rights. An officer's
removal $all not affect the officer's contract rights, if any, with the Corporation.

Section 7. PresidentThe President when present shall preside at all meetings of the
shareholders and, if there is no Chairman ofBbard of Directors, of the Directors. He or she
shall be the chief executive officer of the Corporation except as the Board of Directors may
otherwise provide. The President shall perform such duties and have such powers additional to
the foregoing as thBirectors shall designate.

Section 8. TreasurerThe Treasurer shall, subject to the direction of the Directors, have
general charge of the financial affairs of the Corporation and shall cause to be kept accurate
books of accounts. He or she shall have custody of all funds, securities, and valuable documents
of the Corporation, except as the Directors may otherwise provide. The Treasurer shall perform
such duties and have such powers additional to thgdorg as the Directors may designate.
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Section 9. SecretaryThe Secretary shall have responsibility for preparing minutes of
the Directors' and shareholders' meetings and for authenticating records of the tidorpbina
Secretary shall perform such duties and have such powers additional to the foregoing as the
Directors shall designate.

Section 10. Standards Of Conduct For Officessn officer shall discharge his or her
duties: (a) in good faith; (b) with the care that a person in a like position would reasonably
exercise under similar circumstances; and (c) in a manner the officer reasonably believes to be in
the best interests of the Corpaoat In discharging his or her duties, an officer, who does not
have knowledge that makes reliance unwarranted, is entitled to rely on information, opinions,
reports, or statements, including financial statements and other financial data, if prepared or
presented by: (1) one or more officers or employees of the Corporation whom the officer
reasonably believes to be reliable and competent with respect to the information, opinions,
reports or statements presented; or (2) legal counsel, public accountaotbemompersons
retained by the Corporation as to matters involving skills or expertise the officer reasonably
believes are matters (i) within the particular person's professional or expert competence or (ii) as
to which the particular person merits confide. An officer shall not be liable to the Corporation
or its shareholders for any decision to take or not to take any action taken, or any failure to take
any action, as an officer, if the duties of the officer are performed in compliance with this
Section.

ARTICLE V

PROVISIONS RELATING TO SHARES

Section 1. Issuance and Consideration. The Board of Directotts the approval of
shareholders holding a majority of the outstanding Common Stock of the Corparaipissue
the number of shares of each class or series authorized by the Articles of Organization. The
Board of Directorswith the approval of shareholders holding a majority of the outstanding
Common Stock of the Corporatiomay authorize shares to be issued for consideration
consisting of any tangible or intangible property or benefit to the Corporation, including cash,
promissory notes, services performed, contracts feicesrto be performed, or other securities
of the Corporation. Before the Corporation issues shares, the Board of Directors shall determine
that the consideration received or to be received for shares to be issued is adequate. The Board of
Directors with the approval of shareholders holding a majority of the outstanding Common
Stock of the Corporatiorshall determine the terms upon which the rights, options, or warrants
for the purchase of shares or other securities of the Corporation are issued and the terms,
including the consideration, for which the shares or other securities are to be issued.

Section 2. Share Certificatedf shares are represented by certificates, at a minimum
each share certificatshall state on its face: (a) the name of the Corporation and that it is
organized under the laws of The Commonwealth of Massachusetts; (b) the name of the person to
whom issued; and (c) the number and class of shares and the designation of the aayiaheif
certificate represents. If different classes of shares or different series within a class are
authorized, then the variations in rights, preferences and limitations applicable to each class and
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series, and the authority of the Board of Directordetermine variations for any future class or
series, must be summarized on the front or back of each certificate. Alternatively, each certificate
may state conspicuously on its front or back that the Corporation will furnish the shareholder this
information on request in writing and without charge. Each share certificate shall be signed,
either manually or in facsimile, by the President or a Vice President and by the Treasurer or an
Assistant Treasurer, or any two officers designated by the Boardeft@ris, and shall bear the
corporate seal or its facsimile. If the person who signed, either manually or in facsimile, a share
certificate no longer holds office when the certificate is issued, the certificate shall be
nevertheless valid.

Section 3. Unertificated Shares The Board of Directors may authorize the issue of
some or all of the shares of any or all of the Corporation’s classes or series without certificates.
The authorization shall not fatt shares already represented by certificates until they are
surrendered to the Corporation. Within a reasonable time after the issue or transfer of shares
without certificates, the Corporation shall send the shareholder a written statement of the
information required by the MBCA to be on certificates.

Section 4. Record and Beneficial Owneithe Corporation shall be entitled to treat as
the shareholder the person in whose name shares &temed) in the records of the Corporation
or, if the Board of Directors has established a procedure by which the beneficial owner of shares
that are registered in the name of a nominee will be recognized by the Corporation as a
shareholder, the beneficial owner of shares to the extent of the rights granted by a nominee
certificate on file with the Corporation.

Section 5. Lost or Destroyed Certificate$he Board of Directors of the Corporation
may, subject to Massachusetts General Laws, Chapter 106, Sectid®, 8letermine the
conditions upon which a new share certificate may be issued in place of any certificate alleged to
have been lost, destroyed, or wrongfully taken. The Board of Diregtays in its discretion,
require the owner of such share certificate, or his or her legal representative, to give a bond,
sufficient in its opinion, with or without surety, to indemnify the Corporation against any loss or
claim which may arise by reasontbk issue of the new certificate.

ARTICLE VI

CORPORATE RECORDS
Section 1. Records to be Kept

(@  The Corporation shall keep as permanent recordsitesnof all meetings of its
shareholders and Board of Directors, a record of all actions taken by the shareholders or Board of
Directors without a meeting, and a record of all actions taken by a committee of the Board of
Directors in place of the Board of Directors on behalf of the Corporation. The Corporation shall
maintain appropriate accounting records. The Corporation or its agent shall maintain a record of
its shareholders, in a form that permits preparation of a list of the names and addredses of al
shareholders, in alphabetical order by class of shares showing the number and class of shares
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held by each. The Corporation shall maintain its records in written form or in another form
capable of conversion into written form within a reasonable time.

(b) The Corporation shall keep within The Commonwealth of Massachusetts a copy
of the following records at its principal office or an office of its transfer agent or of its Secretary
or Assistant Secretary or of its registered agent:

0] its Articles or Restated Articles of Organization and all amendments to them
currently in effect;

(i) its Bylaws or restated Bylaws and all amendments to them currently in effect;

(i)  resolutions adopted by its Board of Directors creating one or more classes or
series of shares, and fixing their relative rights, preferences, and limitations, if shares issued
pursuant to those resolutions are outstanding;

(iv)  the minutes of all sharelders’ meetings, and records of all action taken by
shareholders without a meeting, for the past three years;

(v) all written communications to shareholders generally within the past three years,
including the financial statements furnished under Section 16.20 of the MBCA for the past three
years;

(vi)  alist of the names and business addresses of its current Directors and officers; and
(vii)  its most recent annual report delivered to the Massachusetts Secretary of State.
Section 2. Inspection of &&ds by Shareholders

(@ A shareholder is entitled to inspect and copy, during regular business hours at the
office where they are maintained pursuant to Section 1(b) of this Articfges of any of the
records of the Corporation described in said Section if he or she gives the Corporation written
notice of his or her demand at least five business days before the date on which he or she wishes
to inspect and copy.

(b) A shareholdeis entitled to inspect and copy, during regular business hours at a
reasonable location specified by the Corporation, any of the following records of the Corporation
if the shareholder meets the requirements of subsection (c) and gives the Corpoiliggon wr
notice of his or her demand at least five business days before the date on which he or she wishes
to inspect and copy:

(1) excerpts from minutes reflecting action taken at any meeting of the Board of
Directors, records of any action of a committee of the Board of Directors while acting in place of
the Board of Directors on behalf of the Corporation, minutes of any meeting of the shareholders,
and records of action taken by the shareholders or Board of Directors without a meeting, to the
extent not gbject to inspection under subsection (a) of this Section;
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(2)  accounting records of the Corporation, but if the financial statements of the
Corporation are audited by a certified public accountant, inspection shall be limited to the
financial statementand the supporting schedules reasonably necessary to verify any line item on
those statements; and

(3)  the record of shareholders described in Section 1(a) of this Article.

(c) A shareholder may inspect and copy the records described in subsectaty (b)

(1) his or her demand is made in good faith and for a proper purpose;

(2) he or she describes with reasonable particularity his or her purpose and the
records he or she desires to inspect;

3) the records are directly connected with his or her purpose; and

(4) the Corporation shall not have determined in good faith that disclosure of the
records sought would adversely affect the Corporation in the conduct of its business.

(d) For purposes of this Section, "shareholder" includes a bealefiwner whose
shares are held in a voting trust or by a nominee on his or her behalf.

Section 3. Scope of Inspection Right

(@) A shareholder's agent or attorney has the same inspection andgcaghts as
the shareholder represented.

(b) The Corporation may, if reasonable, satisfy the right of a shareholder to copy
records under Section 2 of this Article by furnishing to the shareholder copies by photocopy or
other means chosen by the Corporation including copies furnished through an electronic
transmission.

(© The Corporation may impose a reasonable charge, covering the costs of labor,
material, transmission and delivery, for copies of any documents provided to the shareholder.
The charg may not exceed the estimated cost of production, reproduction, transmission or
delivery of the records.

(d) The Corporation may comply at its expense, with a shareholder's demand to
inspect the record of shareholders under Section 2(b)(3) of thisleAtiic providing the
shareholder with a list of shareholders that was compiled no earlier than the date of the
shareholder's demand.

(e) The Corporation may impose reasonable restrictions on the use or distribution of
records by the demanding shareholder.

Section 4. Inspection of Records by DirectofsDirector is entitled to inspect and copy
the books, records and documents of the Corporation at any reasonable time to the extent
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reasonably related to the performance of the Director's duties as a Director, including duties as a
member of a committee, but not for any other purpose or in any manner that would violate any
duty to the Corporation.

ARTICLE VI

INDEMNIFICATION

Section 1. Definitions In this Article the following words shall have the following
meanings unless the context requires otherwise:

"Corporation”, includes any domestic or foreign predecessor entity of the Corporation in
a merger.

"Director"” or "officer”, an individual who is or was a Director or officer, respectively, of
the Corporation or who, while a Director or officer of the Corporation, is or was serving at the
Corporation's request as a director, officer, partner, trustee, employee, or agent of another
domestic or foreign corporation, partnership, joint venture, trust, employee benefit plan, or other
entity. A Director or office is considered to be serving an employee benefit plan at the
Corporation's request if his or her duties to the Corporation also impose duties on, or otherwise
involve services by, him or her to the plan or to participants in or beneficiaries of the plan.
"Director" or "officer" includes, unless the context requires otherwise, the estate or personal
representative of a Director or officer.

"Disinterested Director”, a Director who, at the time of a vote or selection referred to in
Section 4 of this Article, is not (i) a party to the proceeding, or (ii) an individual having a
familial, financial, professional, or employment relationship with the Director whose
indemnification or advance for expenses is the subject of the decision being made, which
relationship would, in the circumstances, reasonably be expected to exert an influence on the
Director's judgment when voting on the decision beiagen

"Expenses"”, includes counsel fees.

"Liability", the obligation to pay a judgment, settlement, penalty, fine including an excise
tax assessed with respect to an employee benefit plan, or reasonable expenses incurred with
respect to a proceeding.

"Paty", an individual who was, is, or is threatened to be made, a defendant or respondent
in a proceeding.

"Proceeding", any threatened, pending, or completed action, suit, or proceeding, whether
civil, criminal, administrative, arbitrative, or investigaiand whether formal or informal.

Section 2. Indemnification of Directors and Officers

{M1143318.1} 16



(@) Except as otherwise provided in this Section, the Corporation shall indemnify to
the fulest extent permitted by law an individual who is a party to a proceeding because he or she
is a Director or officer against liability incurred in the proceeding if: (1) (i) he or she conducted
himself or herself in good faith; and (ii) he or she reasonably believed that his or her conduct was
in the best interests of the Corporation or that his or her conduct was at least not opposed to the
best interests of the Corporation; and (iii) in the case of any criminal proceeding, he or she had
no reasonable caa to believe his or her conduct was unlawful; or (2) he or she engaged in
conduct for which he or she shall not be liable under a provision of the Articles of Organization
authorized by Section 2.02(b)(4) of the MBCA or any successor provision to sunSec

(b) A Director's or officer's conduct with respect to an employee benefit plan for a
purpose he or she reasonably believed to be in the interests of the participants in, and the
beneficiaries of, the plan is conduct that satisfies the requirement that his or her conduct was at
least not opposed to the best interests of the Corporation.

(c) The termination of a proceeding by judgment, order, settlement, or conviction, or
upon a plea of nolo contendere or its equivalent, is not, of itself, deterraitizdt the Director
or officer did not meet the relevant standard of conduct described in this Section.

(d) Unless ordered by a court, the Corporation may not indemnify a Director or
officer under this Section if his or her conduct did not satisfy the standards set forth in subsection
(a) or subsection (b).

Section 3. Advance for ExpenseBhe Corporation shall, before final disposition of a
proceeding, advance funds to pay for or reimburse theomabke expenses incurred by a
Director or officer who is a party to a proceeding because he or she is a Director or officer if he
or she delivers to the Corporation:

(@ a written affirmation of his or her good faith belief that he or she has met the
relevant standard of conduct described in Section 2 of this Article or that the proceeding involves
conduct for which liability has been eliminated under a provision of the Articles of Organization
as authorized by Section 2.02(b)(4) of the MBCA or any ssocgsrovision to such Section;
and

(b) his or her written undertaking to repay any funds advanced if he or she is not
wholly successful, on the merits or otherwise, in the defense of such proceeding and it is
ultimately determined pursuant to Sectionf4his Article or by a court of competent jurisdiction
that he or she has not met the relevant standard of conduct described in Section 2 of this Article.
Such undertaking must be an unlimited general obligation of the Director or officer but need not
be secured and shall be accepted without reference to the financial ability of the Director or
officer to make repayment.

Section 4. Determination of Indemnification. The dweieation of wheter a Director
has met the relevant standard of conduct set forth in Section 2 shall be made:

@ if there are two or more disinterested Directors, by the Board of Directors by a
majority vote of all the disinterested Directors, a majority of whom shall for such purpose
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constitute a quorum, or by a majority of the members of a committee of two or more
disinterested Directors appointed by vote;

(b) by special legal counsel (1) selected in the manner prescribed in clause (a); or (2)
if there are fewer than two disinterested Directors, selected by the Board of Directors, in which
selection Directors who do not qualify as disinterested Directors may participate; or

(c) by the shareholders, but shares owned by or voted under the control of a Director
who at the time does not qualify as a disinterested Director may not be voted on the
determination.

Section 5. Notification and Defense of Claim; Settlements

€)) In addition to andwithout limiting the foregoing provisions of this Article and
except to the extent otherwise required by law, it shall be a condition of the Corporation’s
obligation to indemnify under Section 2 of this Article (in addition to any other condition
providein these Bylaws or by law) that the person asserting, or proposing to assert, the right to
be indemnified, must notify the Corporation in writing as soon as practicable of any action, suit,
proceeding or investigation involving such person for which indemnity will or could be sought,
but the failure to so notify shall not affect the Corporation’s objection to indemnify except to the
extent the Corporation is adversely affected thereby. With respect to any proceeding of which
the Corporation is so notifiedhe Corporation will be entitled to participate therein at its own
expense and/or to assume the defense thereof at its own expense, with legal counsel reasonably
acceptable to such person. After notice from the Corporation to such person of its election so to
assume such defense, the Corporation shall not be liable to such person for any legal or other
expenses subsequently incurred by such person in connection with such action, suit, proceeding
or investigation other than as provided below in this suimge¢a). Such person shall have the
right to employ his or her own counsel in connection with such action, suit, proceeding or
investigation, but the fees and expenses of such counsel incurred after notice from the
Corporation of its assumption of thefelese thereof shall be at the expense of such person unless
(1) the employment of counsel by such person has been authorized by the Corporation, (2)
counsel to such person shall have reasonably concluded that there may be a conflict of interest or
positionon any significant issue between the Corporation and such person in the conduct of the
defense of such action, suit, proceeding or investigation or (3) the Corporation shall not in fact
have employed counsel to assume the defense of such action, suit, proceeding or investigation, in
each of which cases the fees and expenses of counsel for such person shall be at the expense of
the Corporation, except as otherwise expressly provided by this Article. The Corporation shall
not be entitled, without the consent of such person, to assume the defense of any claim brought
by or in the right of the Corporation or as to which counsel for such person shall have reasonably
made the conclusion provided for in clause (2) above.

(b) The Corporation shall not be recgd to indemnify such person under this Article
for any amounts paid in settlement of any proceeding unless authorized in the same manner as
the determination that indemnification is permissible under Section 4 of this Article, except that
if there are fewr than two disinterested Directors, authorization of indemnification shall be
made bythe Board of Directors, in which authorization Directors who do not qualify as
disinterested Directors may participatehe Corporation shall not settle any action, ,suit
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proceeding or investigation in any manner which would impose any penalty or limitation on such
person without such person’s written consent. Neither the Corporation nor such person will
unreasonably withhold their consent to any proposed settlement.

Section 6. InsuranceThe Corporation may purchase and maintain insurance on behalf
of an individual who is a Director or officer of the Corporation, or who, while a Director or
officer of the Corporation, serves tite Corporation's request as a director, officer, partner,
trustee, employee, or agent of another domestic or foreign corporation, partnership, joint venture,
trust, employee benefit plan, or other entity, against liability asserted against or incuhied by
or her in that capacity or arising from his or her status as a Director or officer, whether or not the
Corporation would have power to indemnify or advance expenses to him or her against the same
liability under this Article.

Section 7. Application of this Article

(@) The Corporation shall not be obligated to indemnify or advance expenses to a
Director or officer of a predecessor of the Corporation, pertaining to conduct with respect to the
predecessor, unless otherwise specifically provided.

(b)  This Article shall not limit the Corporation's power to (1) pay or reimburse
expenses incurred by a Director or an officer in connection with his or her appearance as a
witness in a proceeding at a time when he or she is not a party or (2) indemnify, advance
expenses to or provide or maintain insurance on behalf of an employee or agent.

(c) The indemnification and advancement of expenses provided by, or granted
pursuant to, this Article shall ndite considered exclusive of any other rights to which those
seeking indemnification or advancement of expenses may be entitled.

(d) Each person who is or becomes a Director or officer shall be deemed to have
served or to have continued to serve in sugacidy in reliance upon the indemnity provided for
in this Article. All rights to indemnification under this Article shall be deemed to be provided by
a contract between the Corporation and the person who serves as a Director or officer of the
Corporationat any time while these Bylaws and the relevant provisions of the MBCA are in
effect. Any repeal or modification thereof shall not affect any rights or obligations then existing.

(e) If the laws of the Commonwealth of Massachusetts are hereafter amended from

time to time to increase the scope of permitted indemnification, indemnification hereunder shall
be provided to the fullest extent permitted or required by any such amendment.

ARTICLE VI

FISCAL YEAR

The fiscal year of the Corporation shall be the year ending with Dece3tibereach
year, or such other fiscal year end date as the Board of Directors shall approve.
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ARTICLE IX

AMENDMENTS

(&  The power to makegmend or repeal these Bylaws shall be in the shareholders. If
authorized by the Articles of Organization, the Board of Directors may also make, amend or
repeal these Bylaws in whole or in part, except with respect to any provision thereof which by
virtue of an express provision in the MBCA, the Articles of Organization, or these Bylaws,
requires action by the shareholders.

(b) Not later than the time of giving notice of the meeting of shareholders next
following the making, amending or repealing by theaRl of Directors of any Bsw, notice
stating the substance of the action taken by the Board of Directors shall be given to all
shareholders entitled to vote on amending the Bylaws. Any action taken by the Board of
Directors with respect to the Bylaws miagy amended or repealed by the shareholders.

(c) Approval of an amendment to the Bylaws that changes or deletes a quorum or
voting requirement for action by shareholders must satisfy both the applicable quorum and
voting requirements for action by shareholders with respect to amendment of these Bylaws and
also the particular quorum and voting requirements sought to be changed or deleted.

(d) A Bylaw dealing with quorum or voting requirements for shareholders, including
additional voting groups, may not be adopted, amended or repealed by the Board of Directors.

(e) A Bylaw that fixes a greater or lesser quorum requirement for action by the Board
of Directors, or a greater voting requirement, than provided for by the MBCA may be amended
or repealed by #shareholders, or by the Board of Directors if authorized pursuant to subsection

(a).

() If the Board of Directors is authorized to amend the Bylaws, approval by the
Board of Directors of an amendment to the Bylaws that changes or deletes a quorum or voting
requirement for action by the Board of Directors must satisfy both the applicable quorum and
voting requirements for action by the Board of Directors with respect to amendment of the
Bylaws, and also the particular quorum and voting requirementsistmulge changed or deleted.
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Articles of Organization Statement

Please note th&iN.S.A., Inc. was originally named Hampden Care Facility, Inc.

Hampden Care Facility, Inc. was renamed to I.N.S.A., Inc. on 1/25/2018. See the attachment

titled “INSA — Articles of Amendment (name change)” for documentation of this change.

Additionally, I.N.S.A., Inc. was converted fronDemestic NorAProfit to a Domestic Business
Corporation on 1/25/2018. See the attachment titled “INSA — Articles of Conversion (Nonprof

to for profit)” for documentation of this change.
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1. Overview

Pursuant to 935 CMR 500.105(189d 935 CMR 501.105(10) I.N.S.A., Inc. (the “Company”),
will obtain liability insurance once licensed.

The liability insurance policy the Company will obtain will include general liability and product
liability insurance coverage of no less than $1 orillper occurrence and $2 million in aggregate
annually. The deductible for eapblicy will be no higher than $5,000 per occurrence.
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1. Executive Summary

I.N.S.A., Inc (the “Company”) is a vertically integrated medical and adidtcannabis company
operating in multiple states with experience cultivating, manufacturing, and dispensing high
guality cannabis products.

x TheCompany is an operating medical and adsk cannabis company with experience
in all aspects of the supply chain.

x The Company serves both the medical and agsdtmarkets. All medical and aduke
products are virtually separated, and medical and-adelproducts are physically
separated in the dispensary to protect patient privacy.

x The Company offers a broad selection of products to medical patients andsadult
purchasers. All adulise edible products are produced and sold in 5 mg units. All
products (medical and adulse) are sold in childesistant, resealable containers and
customers are provided with opaque exit packaging.

X The majority of the Company’s production capacity is allocated to producinguessult
products in order to meet demanawever, the Company allocates resources to ensure
the adequate supply of medical cannabis products for its medical patients.

x The Company is well capitalized and has sufficient financial resources to successfully
expand its operations. Additionally, the Gaamy is highly confident in its ability to
access debt or/equity financing if necessary.

x The Company’s management team has a breadth of experience in healthcare, medical and
adultuse cannabis, finance, development, retail, and compliance.

The Company cuently operates four cannabis dispensaries in Massachusetts located in
Easthampton, Salem, and Springfield. The Company also operatesa-sitatart indoor
cultivation and product manufacturing facility which includes an extraction laboratory and a
commercial kitchen in &thampton.

The Company received its Final Certificate of Registration in July 2017 in Easthampton and
began cultivating medical cannabis shortly thereafter. The Company’s cultivation facility is
licensed as a Tier-lhdoor facility. As part of its prodienanufacturing license the Company

also constructed an extraction laboratory that uses hydrocarbon solvents to extract cannabinoids
from plant material for concentrated products and infused edibles. The extraction laboratory and
commercial kitchen commenced operations in January of 2018.

The company opened its first medical cannabis dispensary in Easthampton in January of 2018
and its Springfield dispensary opened in May of 2018. Ads#t sales begin at the Company’s
Easthampton dispensary in Decembe2@i8. The Company’s Salem dispensary opened for
adultuse sales in November of 2018.
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2. Operations Plan

The Company intends to continue to expand and improve its current infrastructure and systems
to develop and dispense medical and ads#t cannabis prodisc

2.1. Cultivation and Production Operations

All products produced by the Company are made in compliance with the Cannabis Control
Commission’s (the “Commission”) regulations and guidance and following industry best
practices. The Company bases its cultivaod production forecasting on total projected
demand for both medical and adulie operations. Adequate patient supply of medical cannabis
is ensured following the Company’s Patient Supply Plan and managed by the Company's
demand planning and forecasting manager who has substantial experience in commercial
forecasting and supply chain management.

The Commission’s inventory compliance system of record, Metegdto-sale tracking

capabilities along with the Company's own inventory management and point of sale software
system, LeafLogix, make it possible to virtually separate both medical aneladyitants and
inventory and to ensure that the Company is able to identify and differentiate betwearsadult
and medical inventory in all stages of prodmet A further check to ensure that patient supply is
maintained is provided by the Company's inventory manager who coordinates the Company's
inventory operations to ensure compliance with the Patient Supply Plan and that a sufficient
variety of medical ppducts are available to satisfy patent's needs based on historical and
projected demand.

For facilities that the Company operates as collocated marijuana operations (CMOs), medical
and aduHuse inventories are both physically and virtually separateel Company's inventory
policy for CMOs dictates that its inventory teams are responsible for ensuring that all products
that are available to adulise purchasers will also be available for medical patients.

2.2. DispensaryExperience

The Company providessiae of the art, high encdetail experience for its customers while

maintaining a secure and compliant environment. The Company will provide a full selection of
cannabis products including flower, edibles, concentrates, vaporizers, topicals, and accessories.
The Company’s retail employees are well versed and trained to answer customer questions about
the products the Company offers.
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2.3. Products and Services

The Company currently offers a broad selection of medical andagkiltannabis products to
customers. Wite the Company seeks to offers to both its medical and-adaltustomers with

the same products, for some specific products (e.g., capsules and edibles) the Company will
provide higher dosed medical products to provide patients with an appropriate dose to treat their

medical condition. Below is a list of the Company’s medical and -adelfproducts by dose:

Tablel. Company Products by Dose

Medical-Use Products

Adult-Use Products

Flower:

Dried Flower

12 cultivarspre-packaged in 1.0, 1.75, 3.5,
7.0,14.0,28.0
gram units

12 cultivars prepackaged in 1.0, 1.75, 3.5,
7.0,14.0, 28.0
gram units

Ground Flower

Limited cultivars prepackaged in 3.5, 7.0,
14.0 gram units

Limited cultivars prepackaged in 3.5, 7.0,
14.0gram units

Prerolls

0.5 and 1.0 gram pmlls

0.5 and 1.0 gram prells

Edibles:

Chocolate Bars

50 mg bars with ten 5mg bites

50 mg bars with ten 5mg bites

Lozenges 5 mg unit packaged in 50 5 mg unit packaged in 50
Fruit Chew 5 mg unit packaged in 50 5 mg unit packaged in 50
Tincture 150 mg 10ml unit 150 mg 10ml unit

Mints 5 mg units packaged in 50 5 mg units packaged in 50
Concentrates:

Wax 0.5 g units 0.5 g units

Live Sugar 0.5 g units 0.5 g units

Shatter 0.5 g units 0.5 gunits

Crumble 0.5 g units 0.5 g units

efp?c?r?;frle 350 mg pen 350 mg pen

Reusable Cartridge

> 500 mg and 1,000 mg carts

500 mg and 1,000 mg carts

Capsules

10 mg capsules in 50 and 100 mg packag

5 mg capsules in 50 mg packages

All products will be prepackaged prior to reaching the dispensary in alekistant, resealable
containers. Additionally, all customers will be provided with opaque exit packaging.
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3. Market Analysis

3.1. Massachusetts Outlook

In 2019, aduluse cannabis sales imIBrado were approximately $1.5 billibrAssuming

$7/gram pricing, the implied cannabis demand was approximately 472,000 Ibs. (38 grams /
person). Massachusetts has a population of 6.9 million persons. If demand is comparable to
Colorado, then demand could be 573,000 Ibs. of cannabis. As of August 2020, there are 222
approved adultise retailers in Massachusetts compared to 597 licensed retail in Célorado

The Company expects there to continue to be a sujgshand imbalance in Massachusetts.

4. Capitalizaion

The Company has sufficient financial resources to operate successfully in thesadinid
medicalmarket. The Company is currently profitable. The Company currently has over $1M in
cash on deposit at financial institutions. The Company expectaénage significant cash flow

with the onset of adulise sales in Easthampton. If necessary, the Company is highly confident
in its ability to raise additional debt and/or equity financing from private and institutional
investors.

5. Management & Operating &

The Company’s management team has a breadth of experience in healthcare, medical cannabis,
finance, development, retail, and compliance. Additionally, the Company’s management team
has years of experience operating in the Massachusetts medical angsadidhnabis markets.

Below are the biographies of some of the Company’s key staff.

! Marijuana Sales Reports. (2020, August 11). Retrieved August 20, 2020, from
https://www.colorado.gov/pacific/revenue/coloranarijuanasalesreports

2 MED Licensee Information. (2020, August 06). Retrieved August 20, 2020, from
https://www.colorado.gov/pacific/enforcement/rregnseeinformation
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5.1. Peter Gallagher Chief Executive Officer

Peter Gallagher is the Chief Executive Officer (“CEO”) andazmder of the Company. Since
joining the Company in 2017, Mr. Galiher has grown the company’s financial and accounting
operations providing the necessary foundation for success. He has developed the company’s
Accounting and Finance Department, setting up the proper financial infrastructure and controls,
managing payabk and receivables, monitoring cash balances, and managing cash flow.
Additionally, Mr. Gallagher actively evaluates investment opportunities and is responsible for
preparing budgets and forecasts, and providing monthly, quarterly, and annual reports to
regulators, investors and banking partners. Mr. Gallagher led the Company’s equity financing
through which the company raised $10MM in equity capital. From his experience as healthcare
investor, he has access to institutional and high net worth capitaltsnaukieh the Company

may access to fund future growth initiatives.

Prior to joining the Company, Mr. Gallagher was a healthcare investor at Ziff Brothers
Investments, a multdillion dollar family office, where he helped to manage the company’s
healthcare investments. More recently, he was a Managing Director and Partner at Signpost
Capital Advisors, a New York based investment fund with several hundred million dollars in
assets under management. At Signpost Capital Mr. Gallagher was responsible for managing the
healthcare investments for the fund.

Through his experience as a healthcare investor, Mr. Gallagher developed a strong understanding
of the financial model for healthcare manufacturing and service businesses including the margin
profile, cost structure, working capital requirements, and cash flow profile. Additionally, Mr.
Gallagher has been an investor in the medical cannabis industry since 2015. Through his
investments he has developed a deep understanding of the regulatory, operational, aad financi
requirements and challenges in the industry.

Mr. Gallagher is a passionate community member and a community leader of Springfield, MA
where he lives. He is a dounder of the Forest Park Project, a +poofit organization dedicated

to multi-faceted aproach to opioid abuse and addiction. The Project recently secured a property
to be used as transitional housing for those in recovery from opioid abuse.

5.2. Patrick Gottschlicht -€hief Operating Officer

Patrick Gottschlicht is a efounder and the Chief Opting Officer (“COQ”) of Insa. Mr.

Gottschlicht has developed and currently oversees the cultivation, manufacturing, and dispensing
operations at all the Company’s sites since its inception in 2017. He is experienced in developing
production schedules, dray and streamlining operations, and managing costs. Additionally, he
also has experience recruiting, hiring, developing, and managing employees.
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Mr. Gottschlicht has extensive knowledge and experience managing construction projects. He
served as the pregt manager for the Company’s Easthampton, Salem, and Springfield
construction projects. He was responsible for overseeing the development of the architectural
and mechanical plans, preparing the construction budget and timeline, contracting the project,
and delivering the project on schedule and budget.

Mr. Gottschlicht has a successful track record as an operator and an entrepreneur. Mr.
Gottschlicht is a cdounder and owner of the Munich Haus Restaurant in Chicopee, MA.
Munich Haus is a familpwned Germarstyle restaurant and event space that has been a fixture
of Chicopee since 2004. Mr. Gottschlicht has also built a real estate development and
management company.

Inspired by the loss of a close friend and the ongoing opioid epidemi&Gaitschlicht ce

founded of the Forest Park Project, a ipoofit organization dedicated to mufticeting

approach to opioid abuse and addiction. The Project recently secured a property to be used as
transitional housing for those in recovery from ogiabuse.

5.3. Thomas Davis €hief Financial Officer

Thomas Davis is the company’s Chief Financial Officer (CFO). A Certified Public Accountant
and a Certified Fraud Examiner, Mr. Davis is a highly skilled accounting professional with a
record of success in public accounting. At Insa, Mr. Davis has helped to develop the company’s
Accounting and Finance Department, implementing internal controls to ensure integrity and
accuracy. In an industry with many accounting complexities, specifically regarding the tax
conequences of IRS Section 280E, Mr. Davis has provided sound support and strategic vision.
Mr. Davis has also worked to implement a series of financial close best practices that have
significantly reduced period close times and reliance on external auditors.

Previously, Mr. Davis was an Audit Manager at Whittlesey, P.C., one of the largest regional
accounting firms in New England. Renowned for their expert council in the areas of accounting,
security, information technology, and business structure, WhittlEsghasizes “forward

advising,” providing advice to their clients that helps to give them a competitive edge. At
Whittlesey, Mr. Davis focused on creating technical and quality control improvements and
efficiencies more in line with a larger firm while m&ining a “small firm” mentality to match

the firm’s market.

Mr. Davis began his career in accountingahnReznick LLP, the eleventh largest accounting

firm in the nation, where he developed a strong background in generally accepted accounting
principles (GAAP), account reconciliations, internal control evaluation, budgetary and
forecasting processes, and tax return and financial statement preparation. As an Audit Manager
for CohnReznick, Mr. Davis managed multiple audit teams over a range of inslustrie
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Mr. Davis is a proud native of Springfield, MA and a graduate of Boston College. After
completing his bachelor’s degree in Mathematics and History, he went on to receive his Master
of Business Administration in Accounting from the University of Phoenix. Mr. Davis has
continued his education, pursuing his interest in technology and computer science, and has
received certifications from IBM’s online school for courses in Data Science, Big Data, and
Python 101. Building on his expertise, Mavis has deveped data science and analytical
software training curriculums and regularly served as an instructor at his past firms.

Mr. Davis serves as a Board Director, Audit Committee President, and frequent volunteer for the
Willie Ross School for the Deaf in Longmeadow, MA. Inspired by the heroic first responders of
9/11, Mr. Dauvis is a certified emergency medical responder and volunteer firefighter in the Town
of Somers, CT where he lives.

5.4. Lewis Goldstein- Chief Marketing Officer

Lewis Goldstein is the Chief Mieting Officer of Insa, joining the company in early April,

2020. If anyone had told him he would be moving back to the east coast to work for a cannabis
company in the middle of a pandemic, he would have said they were crazy. “But now that my
family andl are here we are more than happy. When | first came here, | was blown away by the
people, the passion, and the incredible possibilities. | only want to market products that | believe
enhance people’s lives for the better. Whether it is relief, recoveayxation or fun, cannabis is

a wonderful product whose use has been stigmatized for too long while the pharmaceutical
industry markets products that one could argue can be much more harmful and less effective to
the body than cannabis.”

A seasoned markeg communications professional in the consuperkaged goods sector, Mr.
Goldstein previously served as Executive Vice President Marketing and R&D at Organic

Valley, Vice President of Marketing at Kiss My Face, and held marketing roles at Dr. Pepper
Snaple Group with brands such as Snapple and Mott’s, as well as at The Boston Beer Company,
brewer of Sam Adams beers. Growing up in Quincy, Goldstein is happy to be back where
“people speak normally” again. He has a wife, Sarah, and three children: Jdeki, 22, and

Coco, 6. Rounding out the family is Charlie, a t{yearold Aussie Doodle and Daryl, a mean

black cat.
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Financial Hardship and Assistance Plan
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1. Overview

Pursuant to 935 CMR 501.050(1)(h) and all other applicable Cannabis Control Commission (the
“Commission”) guidance, I.N.S.A., Inc. (the “Company”) has developed the following Financial
Hardship and Assistance Plan. As part of this plan, the Company has impktswreml

programs to provide financial assistance to medisal patients in order to offset the costs
associated with purchasing cannabis for medisal These discounts allow patients who have a
documented financial hardship to access medisalcannabis at a discounted rate, to support
veterans in the community, and to offset the costs of patient certification and registration with
Massachusetts Medical Use of Marijuana Program.

2. Programs

The Company has developed the following programs to facilitate access to rusdicainnabis
products to qualifying patients. The discount programs described in this plan allow the company
to ensure that patients with financial hardships can receivecfai@upport to purchase medical

use cannabis and are not excluded from legally obtaining cannabis for mesdichle to the

costs associated with registration with the Massachusetts Medical Use of Marijuana Program.

Additionally, the Company stands bediits commitment to help support veterans regardless of
their financial status-as well as its support of disabled service members who purchase cannabis
for medicause.

2.1. Financial Hardship Program

The Company has established a Financial Hardship Prograprdvades eligible medicalse
patients with a 10% discount on all medioak products. Medicalse patients with a verified
financial hardship are eligible to participate in the Company’s Financial Hardship Program.
Individuals must meet one or more of the following conditions to qualify:

X Is a recipient of MassHealth
X Is a recipient of Supplemental Security Income (SSI)
X Income that does not exceed 300% of the federal poverty level, adjusted for family size

In order toparticipate in the program, individuals are required to provide documentation of their
financial hardship. The Company accepts the following as forms of documentation:

X MassHealth — MassHealth Member Approval Notice.
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x Supplemental Security Income — Benefit statement dated within 60 days
X Income Based HardshipPrevious year’'s IRS Form 1040.

2.2. Veteran Care Program

To support veterans’ access to cannabis for medasmlthe Company offers two tiers of

financial assistance to veterans. The Company offers a 10% discount on all medicated products
to service members. For veterans who have been determined to be 100% disabled, Insa offers a
40% discount on medicine.

To enroll in the Veteran Care Program for a 10% discount on mediegbroducts, patients may
presentither a Veteran ID Card issued by the Department of Veterans affairs or a driver’s
license with an emblem indicating that they are a veteran.

To enroll in the Veteran Care Program for a 40% discount on mediegbroducts, patients may
present eithehieir Department of Defense Common Access Card with the status “DAVPRM” or
their Veteran ID Card with a commissary letter indicating their 100% disabled status.

2.3. Cannabis Certification Offset Program

In addition to offering discounts to patients with docuated financial hardships, the Company
offers support to all patients to reduce the financial burden of the costs associated with
registration with the Massachusetts Medical Use of Marijuana Program. The cost of a doctor’s
certification is approximately $20and because of the limited available information about the
types of treatments that will be most effective for a given condition, many patients may need to
try a variety of products in order to find an effective strategy to address their symptoms.

The Gannabis Certification Offset Program provides a new patient discount worth $200 to any

patient who visits a Company dispensary location within 60 days of the issuance or renewal of
their registration with the Massachusetts Medical Use of Marijuana Proghen$200 discount

is provided to patients as a punch card with four $50 coupons that may each be redeemed by
spending $50 on medicabke products.

For patients whose first visit to a Company dispensary location is more than 60 days after the
issuance orenewal of their medical registration, the Company will offer a 20% discount on
medicatuse products. This discount may be applied on their first visit or saved for another visit.
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Energy Compliance Plan
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1. Overview

Pursuant to 935 CMR 500.105(15), 935 CMR 501.105(15), and all other applicable Cannabis
Control Commission (the “Commission”) guidance, I.N.S.A., Inc. (the “Company”) has
developed an Energy Compliance Plan to more accurately measure and reduce its use of
electricity and lessen the Company’s environmental impact. This plan includes the Company’s
deliberative proces®r making energy use and environmental decisions and the Company’s
objectives for energy use reduction and future programs.

2. Energy Use Reduction

The Company’s facility manager, cultivation manager, and operations maradfaration,
periodically review the facility's power and water usage with members of the Company’s Senior
Leadership Team in order to identify opportunities to reduce ovesalliree usage and capital
expenditure—including total electric demand and peak load.

2.1. Lighting Schedules

As part of the review of the facility’s overall resource usage, the Company performs a
comparison of the electric usage information contained in thilgyacutility bills to the lights

per room/scheduled light cycles for each room to calculate energy use, illumination density, and
peak load.

The Company'’s Cultivation Management Team continuously monitor the facility’s peak load
demand and periodicalkgvise the lighting schedule to minimize peak demand. The cultivation
facility’s lighting schedule is included as Table 1.

Tablel. Cultivation Facility Lighting Schedule

Room Name Time On Time Off
Bloom 1.1 5:00 AM 5:00 PM
Bloom 1.2 5:15 AM 5:15 PM
Bloom 1.3 5:30 AM 5:30 PM
Bloom 1.4 12:15 AM 12:15 PM
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Bloom 1.5 12:00 AM 12:00 PM
Bloom 1.6 12:20 PM 12:20 AM
Bloom 1.7 12:30 PM 12:30 AM
Vegetative 1.1 6:15 AM 12:00 AM
Vegetative 1.2 6:00 AM 12:00 AM
Vegetative 1.3 5:30 AM 11:30 PM
Bloom 2.1 5:15 AM 5:15 PM
Bloom 2.2 5:25 AM 5:25 PM
Bloom 2.3 5:35 AM 5:35 PM
Bloom 2.4 5:45 AM 5:45 PM
Bloom 2.5 5:55 AM 5:55 PM
Bloom 2.6 6:05 AM 6:05 PM
Bloom 2.7 6:15 AM 6:15 PM
Bloom 2.3 6:10 AM 6:10 PM
Vegetative 2.1 5:50 AM 1:50 AM
Vegetative 2.2 6:00 AM 12:00 PM
Bloom 3.1 5:10 AM 5:10 PM
Bloom 3.2 5:20 AM 5:20 PM
Bloom 3.3 5:30 AM 5:30 PM
Bloom 3.4 5:40 AM 5:40 PM
Bloom 3.5 5:50 AM 5:50 PM
Bloom 3.6 6:00 AM 6:00 PM
Bloom 3.7 6:10 AM 6:10 PM
Bloom 3.8 6:20 AM 12:20 PM
Vegetative 3.1 6:25 AM 12:25 PM
Vegetative 3.2 6:35 AM 12:35 PM
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3. Energy Use Reduction Opportunities

As part of the Company’s periodic review of facility resource usage, the facility manager,
cultivation manager, and operations manager — cultivation will identify energy reduction
opportunities throughout the facility and consider strategies for their implementation. The
highest priority areas of opportunity for energy use reduction along with the progress or
strategies for their implementation are included on the following page as Table 2.

Table2. Energy Use Reduction Opportunities

Energy Use Reduction Implementation

Strategy
Having determined that High Efficiepnc.ED Lighting
_ o would be effective for its facility by testing its
High Efficiency LED implementation on the Phase 3 cultivation facility
Horticultural Lighting expansion, the Company has worked with &itge

Bioengineering to source LED fixtures which have replaced
the older and less efficient lighg that had previously bee
in use on phases 1 and 2 of the Cultivation Facility.

=]

The Company’s Cultivation Management Team
Peak Load Assessment and | continuously monitor the facility’s peak load demand and
Lighting Schedule periodically revise the lighting schedule to minimize peak
demand.

The Company’s fleet of vehicles is in good repair and not
Electric or Hybrid Electric currently in need of replacement. The decision to use
Transport Vehicles Electric or Hybrid Electric vehicles will be s@valuated
when making purchasing decisions about new vehicles.
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The Company’s Springfield and Ehatpton retail
facilities were determined to have the potential to reduct
energy use by relying on the skylight in Springfield, and|the
large soutHacing (but covered/frosted) windows in
Easthampton.

1%}

It was determined that this would detract from custome
experience. We regularly evaluate this decision to ensure it
Natural Lighting in Retall is the most energy efficient strategy.
Facilities

The Company’s retail facility at 1200 West Columbus Aye
in Springfield has been designed to take advantage of the
ample natural light provided by the fi#y’s large second
story windows, which overlook the main dispensary sales
floor.

3.1. Mass Save Energy Audit

In addition to its own periodic review of overall facility resource usage, the Company
commissions routine energy audits conducted by Mass Save to assist in identifying opportunities
for efficiency or upgrades that will reduce total facility energy usage.

4. Renewable Energy

The Company’s Easthampton facility is located in a renovated mill building surrounded by other
buildings and residences. This makes on site generation and storage of renewables challenging.
The Company has explored the possibility of installing solar panels on the facility’s roof and
found that the roof does not have an appropriate load limit to support such a system.
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1. Overview

Pursuant to 935 CMR 500.105(1), 935 CMR 500.105(8), 935 CMR 500.105(9), 935 CMR
501.105(1), 935 CMR 501.105(8), 935 CMR 501.105(9), and all other applicable Cannabis
Control @mmission (the “Commission”) guidance, I.N.S.A., Inc. (the “Company”) has
developed the following Recordkeeping Plan. The Company will maintain physical and
electronic records documenting all aspects of its business including:

X Assets and liabilities

X Moneiary transactions

Books of accounts which include journals, ledgers and supporting documents,
agreements, checks, invoices, and vouchers

Sales records including the quantity, form, and cost of cannabis products

Transfer and inventory records

Salary and wages paid to each employee.

Stipends paid to board members

Any executive compensation, bonus, benefit, or item of value paid to any individual
affiliated with the Company

X

X X X X X

To ensure the security of the Company’s data and records, all Company computers will run the
latest Windows operating system along with defintii@sed antvirus and antspyware

software. All Company computers will access the internet via a securateeahetwork (LAN)
connection and will be equipped with an enterprise level firewall. Remote connections to the
Company’s network will be available only over a triple data encryption virtual private network
(VPN). Any written or physical records will béosed in a locked file cabinet in the Company’s
Limited Access Area.

The Company'’s financial records of a shall be maintained in accordance with generally accepted
accounting principles and IRS guidelines. Following closure of the Company, all recdrios wil

kept for at least seven years at the expense of the Company and in a form and location acceptable
to the Commission.

1.1. Master Records Retention Schedule
The Company maintains a Master Records Retention Schedule that dictates the retention period
for its business records. The Company maintain records in the following categories:

X Accounting Systems
x Corporate Records
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Human Resources
Fixed Assets

Insurance

Legal

Payroll

Security

Tax

Cultivation

Product Manufacturing
Maintenance

Security

Inventory and Transaction
Information Technology
Compliance

X X X X X X X X X X X X X X

2. Personnel Recordkeeping

Detailed employee personnel records will be maintained which will include job descriptions,
organizational charts, agent registration documentation, documentation of verification of
references, resumes and job applications, background check results, periodic performance
evaluations, promotions, compensation, disciplinary records, notice of completed responsible
vendor and eightour related duty training, warnings and any training orecadevelopment
records. The Company will also maintain a Staffing Plan that is updated on at least annually.
Records will be maintained in a form that may be inspected by the Commission and its
authorized agents for at least seven year after terminatiam &ployee.

The Company will notify the Commission within one business day after a marijuana
establishment agent is terminated. Additionally, the Company will notify the Commission within
five business days after becoming aware that a marijuana estadlisagent registration card

has been lost, stolen, or destroyed. Further, the Company will notify the Commission within five
business days after a change in the registration information contained in the application for a
marijuana establishment agent.

2.1. Visitor Recordkeeping

A visitor log will be maintained at each of the Company’s facilities. Photocopies of visitors’
government issued IDs will be retained with the visitor log. The Company will maintain the
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visitor log and ID photocopies for a period of @t seven years and will make the log available
in a reviewable form to the Commission, state or local law enforcement and other state or local
government officials upon request if necessary, to perform the government officials’ functions
and duties. The log will include (at a minimum) the full name of each visitor, the time of arrival,
the time of departure, and the purpose of the visit.

3. Inventory and Transaction Recordkeeping

The Company uses LeaflLogix, a point of sale (POS) and electronic inventory records system.
The Company is committed to using the best available secure technology to support its business
operations and provide visibility into areas of regulatory compliance. LeafLogix serves as the
foundation of the Company's record keeping system for inventory POS transactions. LeafLogix
integrates sales, inventory control, and cultivation process management records. The system
tracks cannabis and cannabis products from t@edle. The inventory tracking system is

capable of providing redime inveriories of adukuse and medicalse cannabis. The Company
performs monthly inventory reviews and a comprehensive annual inventory audit. The reports
will include, at a minimum:

X The date of the inventory

X A summary of the inventory findings

x The names, signatures and titles or positions of the individuals who conducted the
inventory review or audit

The Company will maintain records of product recalls including the following:

X The total amount of recalled cannabis products including types, forms, harvest batches,
harvest lots, and process lots by date and time.

X The amount of recalled cannabis products returned including types, forms, harvest
batches, harvest lots, and process lots by date and time.

X The total amount of recalled cannabis productgrneid including types, forms, harvest

batches, harvest lots, and process lots.

The names of employees administering the recall.

The means of transport of the recalled medical cannabis.

The reason for the recall.

The number of recalled samples or test sas)dlpes, forms, harvest batches, harvest

lots, and process lots sent to approved laboratories.

X The names and addresses of the approved laboratories, then dates of testing and the
results by sample or test sample.

X X X X
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x The manner of disposal of the recalledmrabis including the name of the employee or
individual overseeing the disposal of the recalled cannabis, the name of the disposal
company, the method of disposal, the date of disposal, and the amount disposed of by
type, forms, harvest batches, harvest lots, and process lots.

X Any additional information requested by the Commission.

The Company will maintain inventory records, and inventory audit records for a period of a least
seven years.

3.1. Waste Disposal Recordkeeping

The Company will record all cannabis st@ processing activities in the Waste Management Log
which will include the video surveillance footage of the waste processing. The Waste
Management Log will include (at a minimum) the following information:

The date and time of disposal

The type and qudity of product disposed.

The manner of disposal

The weight (in grams) of the unground cannabis waste

The weight (in grams) of the coco/solid waste to be incorporated with the ground
cannabis waste.

The weight of ground, unusable, unrecognizable wastenal

The names of the employees responsible for waste processing.

The employee ID numbers for the employees responsible for waste processing.
The signatures of the employees responsible for waste processing.

The name of the dispensary supplying waste, if applicable

X X X X X

X X X X X

Waste Management Logs will be retained for a minimum of seven years. This period shall
automatically be extended for the duration of any enforcement action and may be extended by an
order of the Commission.

3.2. Transportation Recordkeeping

The Gmpany will generate an electronic transportation manifest in Metrc that accompanies
vehicles during the transportation of cannabis. The transport manifest will contain, at a
minimum, the following information:

x The Company’s corporate name, Hugress of the cultivation/production facility, and
the Company’s license number.

[.N.S.A., Inc. Page 5 January 5, 2022
License #RMDA3362



X The name, address, and permit number of the dispensary, grower/processor, or approved
independent laboratory of origin.

X The name, address, and permit number of the dispensary, grower/processor, or approved
independent laboratory receiving the delivery.

X The name and signature of the representative at the receiving facility along with the date
and anticipated time of receipt.

x The quantity by, weight or unit, of each cannabiwvéstrbatch, harvest lot, or process lot

contained in the transport, along with the identification number for each batch or lot.

The date and approximate time of departure.

The date and approximate time of arrival.

Transportation route.

The transport vehiels make and model and license plate number.

The identification number of each member of the delivery team accompanying the

transport.

X Mileage of transporting vehicle at departure from origination and the estimate mileage of
the transport route.

x Signaturef the employees responsible for packaging the cannabis for transport.

x Signatures of the employees transporting the cannabis.

X X X X X

The Company will retain transport manifests for at least seven years unless directed differently
by the Commission.

Additionally, transport vehicle logs describing any emergency stops during the transportation of
cannabis products will be maintained describing the reason for any stops, the duration and
location, and any activities of personnel exiting the vehicle. Vehicle logs will be maintained by
the director of security for a period of at least seven years unless directed otherwise.

3.3. Patient Supply Recordkeeping

The Company'’s acquisition and distribution of medics¢ cannabis complies with the
requirements in 935 CMR 501.105(8)All transfers of inventory will be recorded in LeafLogix

and Metrc. The Company’s demand planning and forecasting manager will periodically evaluate
sales data and available inventory to ensure that the Company’s mesgigalzentory is

sufficient to meet projected needs.
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4. Production and Cultivation Recordkeeping

The Company has developed the following policies and procedures to maintain records in its
production and cultivation departments.

4.1. Production Recordkeeping

The cannabis extraction and refinement process will be tracked in LeafLogix and documented in
the Extraction and Processing Log throughout the production process. At each step of the
production process, the cannabis extract will be weighed and recorded in the Extraction and
Processing Log and LeafLogix. Each production batch will be given a unique serial number to
enable tracking and to maintain chafeustody. Each production batch number will be tied to a
harvest batch number. The Extraction and Processing Log will be maintained &t selen

years.

4.2. Cultivation Recordkeeping

As part of the cultivation process, the Company will maintain a Crop Maintenance Log and
Pesticide Application Log. The Crop Maintenance Log will record all aspects of the cultivation
process. The daily checks aactivities will be documented in the Crop Maintenance Log
including:

Signs of pest infestations

Changes in biological colonies

Mold and mildew

Leaf and tip burn, discoloration, and spotting.

Changes in appearance of the media

Changes in stalk density and branch elasticity.

Clones feeding needs, root development, and vegetative growth.
Plant overcrowding and pruning need.

Moisture content of harvested plants

X X X X X X X X X

The Crop Maintenance Log will include nutrient and additives given to the plant imgiudi

Type of nutrients and additives applied.
Rate or quantity of nutrients and additives applied.
The plants that received nutrients and additives and the quantity that they received.

X
X
X
X The date and time in which the nutrients and additives were applied.
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X

Theemployee number of the cultivation technician that mixed and applied the nutrients

Additionally, the Cultivation Department will schedule regulahouse testing. The results of
these tests will be recorded in the Crop Maintenance Log. Tests thatemesfdrmed will
include:

X
X
X

X

Soil pH

Nutrient pH, total dissolved solids (TDS), and elecomductivity (EC)

Soil EC/pH testing using a saturated media extraction or the leachatthpmigh

method.

Air and environmental testing

Water oxidation reduction potential (ORP)

Periodic Environmental Media testing compliant with the Commission’s Protocol for
Sampling and Analysis of Environmental Media for Massachusetts Registered Medical
Marijuana Dispensaries

The Company will maintain a detailed Pesticide Amdlmn Log. After every pesticide
application, cultivation technicians are required document the pesticide use in the Pesticide
Application Log the following information:

X
X

X

The date and time (including hour completed) of application.

The cultivation room and the plants identification number to which the pesticide was
applied

The size of the area treated

The product name of every pesticide used.

The total amount of each pesticide applied to a treated area (in pounds, ounces, gallons,
liters).

The dosage or rate of application of every pesticide.used

The EPA product registration number of the pesticide (this requirement is unnecessary
for products exempted under section 25 of the Federal Insecticide, Fungicide, and
Rodenticide Act)

The employee’s name andeintification number that applied the pesticides

The employee’s name and identification number involved in making the pesticide and
permit or certification numbers of individuals making or supervising the application, and.
The reentry interval (REI) oftie product used.

Pesticide Application Logs will be completed immediately after application of pesticides (and
under no circumstances greater than 24 hours after applying the pesticide). All Pesticide
Application Logs will be maintained for at least seven years. Additionally, the Company will
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maintain copies of all the pesticide labels and Safety Data Sheets (SDS) for the pesticides used at
the facility.

4.3. Laboratory Testing Recordkeeping

All cannabis materials and products will be sent to an independemsdid laboratory for

testing. The laboratory testing records will be entered into Metrc and LeafLogix prior to products
being made available for sale. Additionally, laboratory test reports will be organized by batch
number and maintained electronically. The laboratory tests results will be stored electronically
for at least seven years.

4.4. Equipment Maintenance Recordkeeping

The Company has developed the following protocols to maintain the sanitation and maintenance
of equipment that comes in contact with calis in order to prevent contamination and

malfunction. Prior to use (or at least weekly), the Company will calibrate, check, and inspect
automatic, mechanical, or electronic equipment or scales, balances, or other measurement
devices used in the operations. The Company will maintain an Equipment Maintenance Log
which records the cleaning and calibration of equipment. The Equipment Maintenance Log will
record (at a minimum):

X The date and time of cleaning or recalibration

X The employee’s name and ID perfongithe cleaning or recalibration.
X The make, model, and serial number of the piece of equipment

x The action performed.

Records will be maintained for seven years, and the Company will provide any records to the
Commission upon request.

5. Security and Survedince System Recordkeeping

The Company will retain surveillance footage for at least 90 days. Records shall be retained as
long as necessary if the Company is aware of a pending criminal, civil or administrative
investigation, or legal proceeding for which the recording may contain relevant information.
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The recordings will be in a format that may be easily accessed for investigative purposes. The
recordings will be maintained in each facility’s Security Office, a locked room in a Limited
Access Area.

All seaurity and surveillance rooms (including Security Offices) at the facility shall be locked at
all times and may not be used for any other purpose or function. the Company shall maintain a
current list of authorized employees and service employees or ¢orgratho have access to

any security or surveillance areas and shall make said list available to the Commission upon
request. Any incident reports and supporting documentation will be maintained for at least seven
year or the duration of the investigation whichever is greater.

5.1. Software System Maintenance Recordkeeping

The Company developed protocols to maintain proper functioning and security of its digital
systems. the Company conducts a monthly analysis of its equipment and sales data to determine
that no software has been installed that could be utilized to manipulate or alter sales data and that
no other methodology has been employed to manipulate or alter sales data.

6. Written Operating Procedures

The Company maintains detailed written operating procediiteese plans are reviewed

regularly by the Company’s Compliance Department and other applicable managers to ensure
accuracy and regulatory compliance. These written operating procedures are indexed
electronically on a networked storage drive. Theseewitiperating procedures include but are
not limited to plans for the following:

X Security Measures pursuant to 935 CMR 501.110

x Employee security policies

X Hours of operation for all Company facilities including afterhours contact information
pursuant to 935 CMR 501.104(2)

x Storage and waste disposal of cannabis

X A description of the various strains of cannabis to be cultivated and dispensed and the
forms in which cannabis will be dispensed.

x Price lists for cannabis products in the Company’s inventory and alternate price lists for
patients with documented Verified Financial Hardship.

X Recordkeeping procedures for inventory, transfer, and integration of the Company’s seed
to sale tracking software (LeafLogix) and the Commission’s system of record (Metrc).

x Plans for quality control and product testing for contaminants
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X A staffing plan and staffing records

x Emergency procedures including a disaster plan with procedures to be followed in case of
fire or other emergencies

x Alcohol, smoke, and drug freeorkplace policies

X A plan for handling and maintaining confidential information.

x Policies that provide for the immediate dismissal of any MTC agent that has: diverted
cannabis (including notification of the Commission within the 24 hours following the
incident, and law enforcement authorities); engaged in unsafe practices with regard to the
operation of the MTC which include notification of the Commission; or been convicted
or entered a guilty plea, plea of nolo contendere, or admission to sufficientfact
felony drug offense involving distribution to a minor in the Commonwealth, or a like
violation of the laws of any Other Jurisdiction.

x A list of all board of directors, members and Executives of the Company which will be
provided to any party upongaest

x Policies and procedures for cash handling and transportation.

x Standards for determining the price of cannabis and procedures for providing cannabis to
Registered Qualifying Patients with Verified Financial Hardship at less than the market
price.

x Policies and procedures for energy efficiency and conservation.

x Policies and procedures for workplace safety consistent with those standards set by the
Occupational Safety and Health Administration including plans to address biological,
chemical, or physical hazards with a hazard communication plan, personal protective
equipment assessment, a fire protection plan and an emergency action plan.

x A description of the Company’s patient education activities
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Quality Control and Testing Procedures
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1. Overview

Pursuant to 935 CMR 500.105(3), 935 CMR 500.160, 935 CMR 501.105(3), 935 CMR 501.160,
and all other applicabl€annabis Control Commission (the “Commission”) guidance, I.N.S.A.,
Inc. (the “Company”) has developed the following Quality Control and Testing Procedures. No
cannabis products shall be sold or otherwise marketed that have not first passed testing by an
independent testing laboratory. Additionally, all testing and sampling procedures described in
this plan will conform to the Protocol for Sampling and Analysis of Finished Medical Marijuana
Products and Protocol for Sampling and Analysis of Environmental Media for Massachusetts
Registered Medical Marijuana Dispensaries published by the Commission.

1.1. Sanitary Practices

The Company will follow best practices related to sanitation including the following:

» All agents whose job includes contact with marijuana is subject to the requirements for
food handlers specified in 105 CMR 300.000.

» Any agent working in direct contact with marijuana shall conform to sanitary practices
while on duty, including:

0 Maintaining adequate personal cleanliness; and
0 Washing hands appropriatghyrsuant t®35 CMR 500.105(3)

* Handwashing facilities shall be located in production areas and where good sanitary
practices require employees to wash and sanitize their pansisant t®35 CMR
500.105(3)

* Floors, walls, and ceilings shall bersstructed in such a manner that they may be
adequately kept clean and in good repairsuant to 935 CMR 500.105(3)

» Litter and waste shall be properly removed so as to minimize the development of odor
and the potential for the waste attracting and harggestpursuant to 935 CMR
500.105(121and935 CMR 500.105(3)

» All contact surfaces, shall be maintained, cleaned, and sanitized as frequently as
necessary to protect against contamination pursu®&33@CMR 500.105(3).

» All toxic items shall be identified, held, and stored in a manner that protects against
contamination of marijuanaursuant t®35 CMR 500.105(3)

* Water supply shall be sufficient for necessary operaponsuant t®35 CMR
500.105(3)

* Plumbing shall be of adequate size and design and maintained to carry sufficient
guantities of water to required locations throughout the establistpussuant t®35
CMR 500.105(3)
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The Company will provide employees with adequate, readily accessible toilet facilities
pursuant t®35 CMR 500.105(3)

Storage and transportation of finished products shall be under conditions that will protect
them against physical, chemical, and microbial contamingtimsuant t®35 CMR
500.105(3)

1.1.1.Safe Handling o€annabis Materials

The Company will esuee that only the leaves and flowers of the female marijuana plant are
processed accordingly in a safe and sanitary manner as prescribed below:

1.2.

Well cured and generallyee of seeds and stems;

Free of dirt, sand, debris, and other foreign matter;

Free of contamination by mold, rot, other fungus, and bacterial diseases;
Prepared and handled on fogaxde stainless steel tables; and

Packaged in a secure area. 935 CMR 500.105(3) (required for cultivators, product
manufacturers, microbusiness, and craft marijuana cooperatives)

Independent Testing Laboratory

All tests will be conducted by an independent laboratory licensed by the Commission. Testing of
environmental medi (e.g. soils, solid growing media, and water) will be performed following

the guidelines of the Protocol for Sampling and Analysis of Environmental Media for
Massachusetts Registered Medical Marijuana Dispensaries. All products will be tested in
accordane with all applicable state regulations and testing shall be conducted in accordance
with the frequency required by the Commission. All transportation of cannabis to and from
laboratories for the purpose of testing services will comply with all applicable state regulations.
The Company will ensure that the storage of cannabis at a laboratory providing cannabis testing
services will adhere to the following:

X
X

Have adequate lighting, ventilation, temperature, humidity, space, and equipment.

Have separate arefty storage of cannabis that is outdated, damaged, deteriorated,
mislabeled, or contaminated, or whose containers or packaging have been opened or
breached, until such products are destroyed.

Storage areas will be maintained in a clean and orderly comditid free from

infestation by insects, rodents, birds, and pests of any kind.

Have storage areas maintained in accordance with the security requirements required by
the Commission (935 CMR 500.110) as well as the Company’s policies and procedures.
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The @mpany will maintain the results of all test results for a period of at least one year. Clones
are subject to testing requirements but are exempt from testing for metals.

2. Sampling Procedures

In order prepare uncontaminated, representative samples obcanmraderials and products, the
Company has developed the following sampling procedures in compliance with all Commission
regulations and according to best industry practices including standards regarding testing
developed by ASTM International.

2.1. PreSamping Preparation

All sampling equipment and information must be collected prior to beginning sampling process.
This includes, but is not limited to:

Sample collection plan for each product type

Logbook or sample collection forms

Disposable gloves

Decontaminated tool(s), such as a spatula, knife, sampling spear, or. pipette
Stainless steel bowl and instrument to homogenize the product (e.g., by stirring,
chopping, or grinding)

Clean, decontaminated surface for sample processing.

Sample containers appropriate for the analyses required.

Container labels and pen with indelible ink.

Electronic scale and/or other measurement equipment

Supplies to thoroughly clean, decontaminate and dry sampling equipment between
samples

X A cooler with ice to keep samples cool until refrigeration or shipment to the laboratory.

X X X X X

X X X X X

Sample labels will be prepared and affixed to the sample containers during the sampling process.
At a minimum, the labels will include the batch and sample IDs, the date/time of collection, and
the employee performing the sample collection.
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2.2. General Sampling Protocols

Samples from each production batch must be collected in ateadg condition. Readip-use
means either ready for packaging/ppatkaging for sale or ready to be used as an intkatee
product/ingredient in producing other cannabis products. Guidelines are outlined as follows:

x Employee performing the collection must wear disposable gloves to mitigate
contamination.

x Sampling tools and surfaces must be cleaned and decontaminateddaenpling a new
cultivation or production batch. Any tools or equipment needed for sampling will be laid
out in advance.

X The collection of samples from each cultivation or production batch will be done one at a
time. After the collection of one cul@tion or production batch is complete the person
can continue to the next cultivation or production batch.

X The sample will be collected using the appropriate decontaminated statelels®ols
(or tools made from another inert material) and placed epanopriate sample container
made of suitable materials. Employees collecting the samples will not touch the samples
with their hands or allow the sample to touch anything that would cause cross
contamination.

x Record the time each sample was collectedraadrd any difficulties, inconsistencies
with the sampling plan, or other remarks (e.g., environmental conditions) that might be
relevant to data analysis or quality assurance.

X To avoid cross contamination of samples, any tools or equipment that comes in contact
with the finished plant material or other cannabis products should be cleaned before
collecting the next sample.

x All samples should be placed in clean, airtight sample containers that are large enough to
hold the prescribed sample quantity with minimal headspace. Sample containers must be
firmly closed and appropriately labeled.

All samples will be tracked in Metrc and will be manifested for transport to ensure chain of
custody is maintained throughout the sampling process.

All excess cannabisiust be returned to the Company and be disposed of pursuant to 935 CMR
500.105(12) and 935 CMR 501.105(12) following the Company’s waste disposal policies and
procedures.
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2.3. Sample Homogeneity

The Company has established the following sample homogeneity protocols for each type of
cannabis material or product requiring testing.

2.3.1.Finished Plant Material

In order toensure that a homogenous sample is collected from each production batch, employees
will follow the finished plant material homogeneity protocols:

x Samples will be collected after drying of the inflorescences and representative of the
entire production bah in terms of maturity and composition.

Minimum Representative Sample

The minimum representative sample (as determined by the independent testing lab) is 4.0 grams.
The number of samples will be determined based on size the of production batch:

X Three samples from production batches less than equal to 1 kg
x Five samples from production batches greater than or equal to 1 kg and less than 5 kg
x Ten samples from production batches greater than or equal to 5 kg

2.3.2.Cannabis Oil Concentrates

A homogenous sampleitwbe collected from each production batch. Employees will follow the
finished plant material homogeneity protocols:

x Cannabis oil will be thoroughly stirred or mixed before sampling to ensure
homogenization of the sample.

x One sample for each production batch of at least 3.2 grams (as determined by the
independent testing laboratory) will be collected from each production batch.

x The sample will be collected using clean, stainless steel tools (or tools made from another
inert material) and placed in ap@opriate sample container made of suitable materials.

x The sample will be submitted to an independent testing laboratory.

x If the sample cannot be adequately mixed, then sampling will be done in accordance with
the sample for resins.

Minimum Representative Sample
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The minimum representative sample (as determined by the independent testing lab) is 4.0 grams.
The number of samples will be determined based on size the of production batch:

X Three samples from production batches less than equal to 1 kg
X Five samples from production batches greater than or equal to 1 kg and less than 5 kg
x Ten samples from production batches greater than or equal to 5 kg

2.3.3.Resins

For material to be deemed homogenized, solid and-selmni products such as resin should be
ground and thoroughly mixed, if possible. A grinding device that minimizes loss will be used.
The grinding device must be cleaned thoroughly after each use. Employees are to complete the
following steps to ensure compliance with protocols:

X The ground sample withen be divided into a square shape and divided into four equal
guarters. Samples will be taken from two opposite corners. This process is repeated until
there is adequate a material for sampling. The remaining material may be used for
microbiological and contaminant testing.

x If grinding is impracticable, then sidgamples will be collected from the lower, middle,
upper sections of the product mass. The product mass will be cut into sections to allow
for adequate sampling. This process will be repeatadamutugh material has been
collected for testing. If possible, the ssdetions will be composited into one sample.

X The sample will be collected using clean, stainless gield (or tools made out of
another inert material) and placed in an appropriate sample container made of suitable
materials.

Minimum Representative Sample

The minimum representative sample (as determined by the independent testing laboratory) is 2.9
grams. The number of samples will be determined based on size the of production batch:

X Three samples from production batches less than equal to 1 kg
X Five samples from production batches greater than or equal to 1 kg and less than 5 kg
x Ten samples from production batches greater than or equal to 5 kg

2.3.4.Marijuana Infused Products

Marijuana infused products (MIPs) should be ground and thoroughly mixed, if possible, to be
homogenized. A grinding device that minimizes loss will be used. The grinding device must be
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cleaned thoroughly after each use. Employees should use the following steps to ensure all
protocols are met:

x The sample will be collected using clean, stainless steel tools (or tools made from another
inert material) and placed in an appropriate sample container made of suitable materials.

Minimum Representative Sample

The minimum representative sample (as determined by the independent testing laboratory) is 4.0
grams or one product serving. The number of samples will be determined based on size the of
production batch:

X Three samples from production batches less than equal to 1 kg
x Five samples from production batches greater than or equal to 1 kg and less than 5 kg
X Ten samples from production batches greater than or equal to 5 kg

2.4. Quality Control

For every 20 samples collected, one duplicate sample will be collected for quality control
purposes. The control sample will be collected on the same day as the active sample and derived
from the same product batch. The control sample will not be identified to the independent
laboratory but will be used by the Company to determine variances in sampling and/or analysis
procedures. Quality control samples and results will be documented in the Commission test
result tracking sheet.

All cannabis samples are tested the cannabinoid profile and for contaminants as specified by
the Commission including mold, mildew, heavy metals, ptgotvth regulators, and the
presence of nonfganic pesticides.

3. Testing Results

Testing results are divided into several categoBash category must be passed to allow

movement of the product to the next step of production/sales. The entire production batch must
be stored in a secure, cool, and dry location until analytical results are returned by the laboratory.
An overview of the Company’s testing and processing workflow is included as Figure 1 below.
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Figure 1. Testing Workflow

3.1. Pesticides and Plant Growth Regulators

A harvest batch of finished plant material may be dispensed to purchasers or used to make other
cannabis products if no individual pesticide or plant growth regulator is detected above 10 ppb.

The minimum list of pesticides to be tested are as follows:
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Table 2. Minimum Analysis Requirements for Residues of Pesticides and Plant Begutators

Minimum Analysis Requirements for Residues of
Pesticides and Plant Growth Regulators Commonly
Used in Cannabis Cultivation

Pesticide Use Residue Analytical Methods
Bifenazate Acaricide LC; LC-MS/MS
Bifenthrin (synthetic pyrethroid) Insecticide GC-ECD; GC-MS/MS
Cyfluthrin (synthetic pyrethroid) Insecticide LC; GC-MS/MS
Etoxazole Acaricide GC-MS(/MS)
Imazalil Fungicide GC-ECD; LC-MS/MS
Imidacloprid Insecticide LC-MS/MS
Myclobutanil Fungicide GC_ECDLSIC\:A_'S\I/DDS; GSMS/
Spiromesifen Insecticide GC-MS; LC-MS/MS
Trifloxystrobin Fungicide GC-NPD; GC-MS/MS; LC-MS,

Source AHP (2013)
ECD = Electron capture detector; FLD = Fluorescence detector; GC = Gas chromatogra

MS = Massspectrometry; NPD = Nitrogen phosphorous detector; LC = Liquid chromatog

3.2. Metals

Finished cannabis products must be tested for four metals. A production batch of finished
cannabis products (e.g., finished plant material, cannabis resin, or cannabis concentrate) may
only be dispensed to purchasers if all four of the metals are below the upper limits for the
respective product and intended use. Production batches of concentrate must also pass this
screening before they may be used to manufacture other cannabis products.
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Tablel. Analysis Regjrements and Recommended Limits for Metals in Finished Cannabis Products

Analysis Requirements and Recommended Limi
for Metals in Finished Medical Marijuana Produc

All Uses Ingestion Only
Upper Limit Upper Limit
(Hg/kg) (Hg/kg)
Arsenic (inorganic) 200 1,500
Cadmium 200 500
Lead 500 1,000
Mercury (total) 100 1,500

3.3. Residual Solvents

Residual solvent testing is required only for cannabis resins and concentrates when solvents have
been used in the production process. A production batch of cannabis oil may be dispensed as a
finished cannabis product or used to make another cannabis product only if laboratory analysis

verifies that all solvents used at any stage of cannabis oil production are below the limits
described below and the productionidiapasses all other applicable testing requirements.

Only solvents listed below may be used in the production of cannabis oil and only the solvents

used in the production process need to be tested. See the following limits:

Table 4. Concentration Lins for Residual Levels of Propane

Concentration Limits for Residual Levels of Propane,
n-Butane, or Iso-Butane

Upper
Solvent(1) Limit (mg/kg)
Propane (CAS 74-98-6) 1
n-Butane (CAS 106-97-8) 1
Iso-Butane (CAS 75-28-5) 1

(1) The ingredients must be of purity suitable for use in food
intended for human consumption. At a minimum, the
solvent (gas) must be high-purity (>99%) of propane,
n-butane, or isobutane, or a blend these three hydrocarbon

gases.
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Table 5. Concentration Limits for Residual Solvents

Concentration Limits for Residual Solvents

Concentration Concentration
Solvent Limit (mg/kg) Solvent Limit (mg/kg)
Acetic acid 5,000 Heptane 5,000
Acetone 5,000 Hexane 290
Acetonitrile 410 Isobutyl acetate 5,000
Anisole 5,000 Isopropyl acetate 5,000
1-Butanol 5,000 Methanol 3,000
2-Butanol 5,000 2-Methoxyethanol 50
Butyl acetate 5,000 Methyl acetate 5,000
Tert-Butylmethyl ether 5,000 3-Methyl-1-butanol 5,000
Chlorobenzene 360 Methylbutylketone 50
Chloroform 60 Methylcyclohexane 1,180
Cumene 70 Methylethyl ketone 5,000
Cyclohexane 3,880 Methylisobutyl ketone 5,000
1,2-Dichloroethene 1,870 2-Methyl-1-propanol 5,000
Dichloromethane 600 N-Methylpyrrolidone 530
1,2-Dimethoxyethane 100 Nitromethane 50
N,N -Dimethylacetamide 1,090 Pentane 5,000
N,N -Dimethylformamide 880 1-Pentanol 5,000
Dimethyl sulfoxide 5,000 1-Propanol 5,000
1,4-Dioxane 380 2-Propanol 5,000
Ethanol 5,000 Propyl acetate 5,000
2-Ethoxyethanol 160 Pyridine 200
Ethyl acetate 5,000 Sulfolane 160
Ethylene glycol 620 Tetrahydrofuran 720
Ethyl ether 5,000 Tetralin 100
Ethyl formate 5,000 Toluene 890
Formamide 220 1,1,2-Trichloroethylene 80
Formic acid 5,000 Xylene 2,170

3.4. Microbiological Contaminants and Mycotoxins

Requirements for total viable aerobic bacteria, total yeast and mold, total coliforms, and bile
tolerant gramnegative bacteria are given in colony forming unit (CFU) counts per mass of
product sample. The requirement for pathogenic E. coli and Salmeppllégs based on
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detection in a gram sample, and the requirement for mycotoxins is based on the concentration
per kilogram of sample.

The limits of quantification thresholds for microbiological contaminants and mycotoxins are as
follows:

Table2. Analysis Requirements for Microbiological Contaminants and Mycotoxins

Analysis Requirements for Microbiological Contaminants and Mycotoxins in Medical Marijuana Products

Cannabis Total Viable Total Yeast and Total Coliforms Biletolerant Gramnegative = Coli (pathogenic strains)
Material Aerobic Bacteria (CFU/g) Mold (CFU/g) (CFU/g) Bacteria (CFU/g) and Salmonella spp. Mycotoxins(3)

Unprocessed Material@)

5 4 3 3
10 10 10 10 <20 pg of any
i Not detected in 1 gran mycotoxin/kg of
Processed Materialg) 105 104 103 103 ¢] ly r 9
material
CO2 and Solvent-based
Extracts 10 10° 102 102

CFU: colony forming unit

(1) Except for mycotoxins, analysis requirements are based on AHP (2013).

(2) Unprocessed materials include minimally processed crude cannabis preparations such as inflorescences, accumulated resin glands (kief), and compressed resin glands (hashish). Processed
materials include various solid or liquid infused edible preparations, oils, topical preparations, and water-processed resin glands (“bubble hash") (AHP, 2013).

(3) Mycotoxins include alfatoxin B1, alfatoxin B2, alfatoxin G1, alfatoxin G2, and Ochratoxin A.

4. Laboratory Testing Requirements and Workflow

Various products must meet specific testing requirements to allow movement for
production/sale. This section outlines the Company’s-pastest workflow as it relates to
batching and testing cannabis material as it moves through the facility’s production processes.

Before any analytical testing is conducted, plants will be harvested, and cultivation team
members will reord the wet weight of the harvest and will then hang and dry harvested material
in a Cure Room at 55% humidity for 5-10 days. Once this preliminary drying is complete, the
plants will be shucked into batches with the fan leaves and stems disposed of according to the
facility’s waste process.

The next step in the pebarvest workflow is to machine trim the cured and shucked material

and store in it sealed bags. Once this process is complete, the dry weights of the cured material
will be recorded in the Copany’s inventory tracking software, LeafLogix, which transmits all
information required for regulatory compliance to the Commission’s seed to sale tracking
software, Metrc.

Once material has gone through ploatvest processing, it will be held in the @rdtion Secure
Storage Vault until it can be appropriately tested for plant growth regulators and pesticides.
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Material that has not passed all testing required for compliant retail sale will not be packaged
until test results indicating its safety havebeeceived. The following are descriptions of the
testing performed on products at the various stages of production.

A diagram describing the required testing for each product type is included at the end of this
section as Figure 2.

4.1. Harvest Batches of Flower

Before any harvest batch of flower is permitted to be transferred out of the Company’s
cultivation facility, it will be subject to the required tests for pesticides and plant growth
regulators. The Company allocates its harvested materials to pngceased on their

cannabinoid profile. The Company requires that harvest batches of flower pass a full panel of lab
tests after it is machine trimmed and sorted. Batches of harvested material that do not meet the
Company’s aesthetic standards, sugar kead, any material that is low in tetrahydrocannabinol
(THC) will be designated as MIP material and screened for pesticides and cannabinoid content
prior to being subject to additional processing and extraction.

After receiving passing test results, haredsmnaterial will be transferred to the Company’s
production facility where it will be processed into packaged flower, pre rolled joints and kief
extracted and processed into concentrates and infused products. Once the material intended for
processing into packaged flower, kief or pre rolled joints has been processed it will be subject to
the remaining required analytical testing and held in the production facility’s Secure Storage
Vault until passing test results are received and the products can be plackage

4.2. Cured Cannabis Flower

Any flower that meetshe Company’s standards for potency and aesthetics will be trimmed by
Trim Department staff. Once this trimming process is complete, the material will be subject to
the full panel of required analytical teggimcluding testing for pesticides and growth regulators,
metals, bacteria/fungi/mycotoxin, a cannabinoid profile (to account for any possible loss of
potency during processing), and a terpene profile. While terpene profiles are not required by the
Commis$on, this information is valuable to purchasers and patients seeking detailed information
on the Company’s products. Upon receiving passing test results the flower will be packaged
appropriately for retail sale and held until it can be transferred tofdhe €ompany’s retail

facilities or wholesaled to another appropriately licensed cannabis business.
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4.3. PreRolled Cannabis Joints

Materials that meghe Company’s standards for potency, but not its standards for aesthetics will
be ground and used to manutae prerolled joints. Once the material has been determined to

be appropriate for use manufacturing-psed joints, it will ground and rolled by Trim

Department staff and then a sample will be tested for pesticides and growth regulators, metals,
bacteria/fungi/mycotoxin, a cannabinoid profile (to account for any possible loss of potency
during processing), and a terpene profile. Upon receiving a passing test resultrttiegre

joints will be packaged for eventual retail sale.

4.4. Kief

Some of the matel generated by processing flower and pokjoints is collected as kief,

which is a solventless extract that is generally high in THC. This material will be subject to all
required state tests including testing for metals, bacteria/fungi/mycotoxin, and cannabinoid
profile as well as voluntary terpene testing before it is transferred to the production facility and
packaged for eventual retail sale.

4.5. Low THC Harvest Batches and designated MIP Material

Material that tests low in THC or which is designatedvlP material when harvested will be
tested for pesticides and plant growth regulators and, upon receiving a passing test result,
transferred to the Company’s product manufacturing facility where it will be used to produce
concentrates.

4.6. Concentrates Digmsed as Concentrate

Once manufactured, concentrates including distillate, shatter, batter, wax, crumble, sugar, and
live sugar will be tested for solvents (if any solvents were used to produce them), metals, and
cannabinoid profile. If the tests for sohte and metals do not indicate the presence of any
contaminants, concentrates will be allocated for sale as a finished product or for use producing
MIPs and vaporizers.

Material that will be packaged and sold as concentrate will be subject to the rest of the analytical
tests that are required to dispense it as concentrate including testing for
bacteria/fungi/mycotoxin, and a terpene profile. The material will then be packaged.
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4.7. Disposable Vaporizers

Distillate material that tests high in THC during the initial postproduction concentrate testing
will be used to produce disposable vaporizer cartridges and pens. Once the devices have been
filled and closed, the Company will ensure that the filled cartridge or pen is tested for heavy
metals (testing the filledactridge rather than only the distillate as required by the Commission’s
Amended Administrative Order on Vaporizers), microbiological contaminants, Vitamin E
acetate, and terpene profile.

All testing required to be performed on finished vaporizers witdreied out by submitting a
filled vaporizer cartridge to an independent testing lab.

Under no circumstances does the Company use Vitamin E acetate to manufacture vaporizers.

4.8. MIP Testing

Production batches of concentrate that are designated for MIP production will be transferred
from the Laboratory Department to the Kitchen Department after receiving the passing test
results described above. Finished MIPs will then be subjected to testing for
bacteria/fungi/mycotoxin and cannabinoid testing.

Production batches will be discarded and not dispensed to purchasers if any biological
contaminant limit is exceeded.

4.9. Quality Control

After passing their required analytical testing, all products will be transferred to the Company’s
product manufacturing facility to be packaged. A final visual inspection to ensure quality will
occur as part of the packaging process with a quality control sign off on both the quantity of
product packaged, and quality of the finished products.
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Figure 2. Laboratory Testing Flowchart

5. Responding to Laboratory Results

If any analysis fails to meet all applicable data quality objectives (DQOSs), then the finished
cannabis product will not be dispedse

X The production batch may besampled for followup testing. A production batch may
be retested once, and records of the original analysis must be retained. If applicable
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DQOs are not met, the production batch cannot be dispensed to purchaseailsrothese
production of MIPs.

X If a production batch fails to meet DQOs after beintested, then it must be disposed of
according to the Waste Disposal Plan. If a batch of finished plant material fails to meet a
metal or a bacteria/fungi/mycotoxin stardi¢he finished plant material cannot be
dispensed to a patient/patron as finished cannabis.

x If a batch of finished plant material fails to meet a metal or a bacteria/fungi/mycotoxin
standard, then it may be used to derive other finished cannabis pr@dgctsesins,
concentrates).

X While the finished plant material or finished cannabis, product may be treated in a
manner to reduce the concentration of metals or bacteria/fungi/mycotoxin contaminants,
the finished plant material or finished cannabisdpic may not be treated to bind or
restrict the availability of the metals or bacteria/fungi/mycotoxin in an analysis without
reducing the total contaminant content.

If a batch of finished plant material fails to meet a pesticide residue and plant growth regulator
limit it cannot be dispensed to purchasers or used to derive other products

X The batch may be retested once. If the batch fails, the retest it must be destroyed.
x If a production batch of finished plant material fails to meet DQOs after betegtss,
then it must be disposed of according to the Waste Disposal Plan.

If a concentrate or resin exceeds the residual solvent requirements it cannot be dispensed to
purchasers

X The concentrate/resin may bepecessed and tested. If upon retest the
concentrate/resin meets the residual solvent standard, the ultimate finished cannabis
products may be dispensed to customers as long as all applicable limits are met.

x If the reprocessed batch fails to meet DQOs after beirtgsted, then it must be
disposed of according to the Waste Disposal Plan.

Company Leadership, the Compliance Department, and applicable department managers will be
responsible for investigating and assessing the source of any contamination and implementing
change to eliminate th@grce of contamination and mitigate the risk of future contamination.
Notification of the contamination will be provided to the commission as soon as practical within
the 72 hours following the discovery of contamination that can not be remediated.

Procedues for investigating and mitigating contamination will include at a minimum the
following.
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5.1. Pesticides and Plant Growth Regulators

Evaluate pesticides, nutrients, and other products used in the cultivation process
Evaluate soils and/or mediums used in the cultivation process

Evaluate water sources used in the cultivation

Review the chain of custody and growing protocols for plants

Review sampling protocals

X X X X X

5.2. Residual Solvents

x Evaluate the extraction process and solvents used in the extraction process
X Review sampling protocals

5.3. Heavy Metals

Evaluate pesticides, nutrients, and other products used in the cultivation process
Evaluate soils and/or mediums used in the cultivation process

Evaluate water sources used in the cultivation

Review the chain of custody and growing protocols for plants

Review sampling protocals

X X X X X

5.4. Microbiological Contamination & Mycotoxin

x Evaluate and clean cultivation areas

X Review cultivation protocols and environmental conditions/controls in the cultivation,
trim, and curing rooms

X Review the chain of custody and growing protocols for plants

X Review sampling protocals

See the following response plan below:
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Figure 3. Actions in Response to Laboratory Analytical Results

6. Recordkeeping and Reporting

All test results of cannabis materials or products will be maintained by the Company for a period
of at least seven years. These records will be available for inspection by the Commission, upon
request, and maintained at the Quamny’s expense in a form and location acceptable to the
Commission for at least two years after closure. Each production batch of cannabis resin or
concentrate will be given a sequential identifier for product tracking and labeling. The Company
also keeps records of the cannabis cultivation batches used for each production batch and include
the processing batch number on product labels.
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6.1. Mandatory Reporting

Upon receiving testing results that cannot be remediated. The Company will notify the
Commission witin 72 hours. The Company will provide a proposed plan of action for both the
destruction of the contaminated product and the assessment of the source of contamination.

7. Protocol for Sampling and Analysis of Environmental Media

The Company conducts tesgi with an approved independent testing laboratory all soil media
and water used in the production of cannabis in accordance with applicable regulations.

7.1. Soil Media Testing

The Company tests all soils and solid growing media initially prior to useifioration of
cannabis, and at least annually, and within the quarter if amended. Specifically:

x All source soils or solids must be sampled and analyzed prior to use in cultivation and
whenever new soils or solids are received from a different source.

x Solid materials used in alternative, nsail cultivation approaches such as hydroponics
including but not limited to clay, rock wool, and vermiculite or other-soih
enhancements must be sampled and analyzed prior to being used for cultivation of
cannabis and whenever received from a different source.

x All cultivation soils used in beds or containers to actively cultivate cannabis must be
sampled and analyzed annually.

X In cases where cultivation soils (or other solid growing media) are amended with
additional solid materials (excluding water and nutrient fertilizers), sampling and analysis
in the quarter during which the soil was amended is required.

The Company cultivates cannabis using individual plant containers. As such, solid growing
media/soil sampkeare collected from a minimum of 5% of the total number of growing
containers. Solid growing media samples shall be collected to be representative of the horizontal
and vertical conditions of the growing configuration. When collected prior to distribution among
beds or containers, source soil or solids samples shall be taken to best represent the overall
source soils (e.g., collected from different areas and depths of a stockpile).

Cultivation soil and solid samples will be collected to represent thel bange of cultivation
units, growth stages, and soil and solid types whether from beds or containers. Samples will be
analyzed individually as grab samples unless the analysis methods used allow analytical
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reporting limits to be achieved on composite skenamalyses that would demonstrate that any
single sample in the composite would not exceed the contaminant limits described below.

In no case may more than five primary samples be composited into a single sample for analysis.
When analyzed as a composite, the laboratory results of the composite must demonstrate that
each composite subsample is below the relevant contaminant limits, not just the composite itself.
For example, if the results of a famamplecomposite are reported as 1.0 mg/kg, any one
subample (20% of the total composite) could contain up to 5 mg/kg when accounting for the
effective dilution of the other four subsamples (i.e., 1 sample at 5 mg/kg + 4 samples at 0 mg/kg
= average of 1 mg/kg). A diagram of the cultivation area, the sampling design, and the horizontal
and vertical location of each sample shall be created for each sampling event and maintained on
file for review by inspection authorities.

Field duplicate samples shall be collected at least annually and one for every 2arfiplds of

the solid samples collected to provide verification of field and laboratory procedures. Field
duplicate samples shall be collected and analyzed for each analytical method performed on the
samples. Field duplicate samples will not be identified to the laboratory. Blank samples are
required to provide important information on potential positive bias on any positive results in
field samples.

Equipment rinsate blanks are required wheneverdigpesable sampling equipment is used to
collection samfes at multiple locations such as in source soil testing or testing of hydroponic
nutrient solutions. Equipment rinsate blanks must be collected at the rate of one per sampling
event per sampling equipment type with at least one equipment rinsate blan&rpf0 field

samples of the same matrix. Where equipment rinsate blanks are not appropriate (i.e., use of
disposable sampling equipment, collection of just one sample location, or direct collection into
the sampling container), field blanks may be useglvaluate potential for contamination and
potential positive bias at the same frequency of one per sampling event per sampling equipment
type with at least one for every 20 field samples of the same matrix.

7.1.1.PreSample Collection

Prior to sample collection, an employee will assemble all equipment and information needed
before beginning. Items to assemble before sampling include the following:

x Sample collection plan or diagram of locations to ensure representative sample collection.
X Logbook or sample cakttion forms
x Disposable gloves
x Decontaminated soil collection tool(s), such as a corer, spatula, or.trowel
x Stainless steel bowl and implement to homogenize soil samples
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x Clean, decontaminated plastic sheeting or other clearpormus surface for sample
processing.

X Sample containers appropriate for the analyses required

x Container labels and pen with indelible ink.

X Supplies to thoroughly clean, decontaminate and dry sampling equipment between
samples

Employees should create a new entry for each sampling event in the sample collection logbook
or prepare sample collection forms for documentation of sample collection. Sample collection
documentation should identify the sample collection date and startgarticipating personnel,

a general description of the media and locations sampled, relevant environmental conditions, a
description of the sampling procedures and equipment decontamination/cleaning used, and a
record of plants or batches that would paigdly be impacted should analysis results indicate
unacceptable contamination.

Sample collection personnel will identify or determine the number and location of soil or other
solid growing media grab samples to be collected. Sample locations frormeositdieds, or

other cultivation units must be recorded in the sample collection logbook or forms. Record the
sample location identifier (location ID) for each sample so that it can be utilized to identify the
physical location of the cultivation unit. Laiton identifiers should be consistent across

sampling events to allow tracking of repeated sample locations. The location IDs will be

included on sample labels (unless the grab samples are used in a composite sample). In addition
to the location ID, creata unique sample ID for each sample. Sample identifiers should be

unique for a given sample event. Record the location and sample IDs in the sample collection
logbook.

In some cases, the Company may sample new solid growing media before placing it in
cultivation units. In these circumstances, it is not necessary to record the locations within piles
where the grab samples are collected. However, sample locations will be distributed spatially so
that they are representative of the whole volume of the media.

Any tools that contact the samples should be made of stainless steel or other inert material to
avoid potential contamination of the sample. Sample containers should be made of suitable
materials for the methods and analytes being analyzed. The sahwulkt avoid using insect
repellents that may interfere with sample integrity.

Preparing sample labels and affixing them to sample containers immediately before sampling is
recommended. Information to include on the label includes at a minimum the location and
sample ID and date/time of collection. Additional information that must be recorded in
documentation if not on the label includes sample collector’'s name, media type, collection
method, whether the sample is a grab or composite sample, and sod depth (if applicable).
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7.1.2.Sample Collection

During sample collection and employee will collect the planned samples from each sample
location one at a time according to the following steps:

1. Put on disposable gloves to mitigate potential for contaminatisaraples.

2. Spread clean, decontaminated plastic sheeting or other nonporous surface near the sample
location and lay out any tools and equipment needed.

3. Clear the surface of the location if necessary, excluding detritus, dead leaves, stones,
pebbles, or dter debris from the soil or other solid growing media with a clean trowel or
similar tool.

4. Collect the sample using an appropriate tool. Do not touch the sample with your hands or
allow the sample to touch anything that might cause contamination.

5. Place he sample in the stainlesteel bowl for homogenizing the sample using either the
sample collection tool or separate clean, decontaminated implement.

6. Record the time each sample was collected and record any difficulties, inconsistencies
with the samplingplan, or other remarks (e.g., environmental conditions) that might be
relevant to data analysis or quality assurance.

7. To avoid cross contamination of samples, any tools or equipment that come in contact
with the soil or growing media must be cleaned before moving to the next sampling
location.

8. All samples should be placed in clean, airtight sample containers that are large enough to
hold the prescribed sample quantity with minimal headspace. Sample containers must be
firmly closed and appropriately lateel.

9. If grab samples are planned, place the homogenized sample into the appropriate
containers.

10.If the sample is to be composited with other locations, repeat the above steps to collect
the other individual samples to be placed into the staistest bavl. Once the planned
primary samples are collected, thoroughly homogenize the samples contained in the
stainlesssteel bowl and place the homogenized composite sample into the appropriate
container.

11.Excess soil collected but not shipped to the laboratory for testing should be returned to
the cultivation area where it was collected from (composite soils may be spread among
the primary sample locations). It is not necessary to send the entire volume of the
combined primary samples to the laboratory.

12. Samplesshould be refrigerated or maintained on ice until shipped to the analytical
laboratory.

13. Chainof-custody paperwork should be completed immediately prior to shipment.
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7.2. \Water

The Company uses water from a public water system for the cultivation of cannabis. As such, the
Company’s water source is sampled and analyzed prior to use for cultivation for cannabis and
quarterly thereafter.

For traditional watering and irrigation odisor solid based cultivation, water source samples

will be collected from the location as close as possible to the water use. In cases where a water
treatment system is used, water samples will be collected both before entering and after leaving
the water treatment system, as close as possible to the point of use. The sample collected and
analyzed after the water leaves the treatment system reflects the water applied to the plants,
while the sample collected and analyzed before entering the treatment systracterizes the

water source. In cases where several individual water treatment systems are utilized rather than a
central system located on a main water line, one sample representing the water source may be
collected prior to entering the treatmeystems, but separate samples must be collected after the
water leaves each different water treatment system used in cultivation.

Where multiple water treatment systems require multiple samples, there is no requirement to
collect water samples from differesystems during the same sampling event: samples may be
staggered throughout the quarter as long as all systems are tested within each quarter of the year.
For all hydroponic cultivation systems (both closed and open loop systems) and aojichon-
basedcultivation technique, water samples shall be collected to represent each system
independently. There is no requirement to collect all water samples from different systems

during the same sampling event: samples may be staggered throughout the quarter as long as all
systems are tested within each quarter of the year.

The sampling design and layout of tanks sampled shall be retained and presented to the
inspection authorities. A diagram of all water sampling locations shall be created for each
sampling evet and maintained on file for review by inspection authorities. Any major changes
to the water system since the last sampling event must be noted in sampling design.

Water samples shall be analyzed individually as grab samples unless the analysis methods used
allow analytical reporting limits to be achieved on composite sample analyses that are protective
of public health and in line with acceptance requirements. Under no circumstances shall samples
collected prior to the water entering a treatment system be composited with samples collected
after the water leaves a water treatment system. In no case may more than five primary samples
be composited into a single sample for analysis. When analyzed as a composite, the laboratory
results of the composite must demonstrate that each composite subsample is below the relevant
acceptance limits, not just the composite itself. For exaniplee results of a fivsample

composite are reported as 1.0 mg/L, any one subsample (20% of the total composite) could
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contain up to 5 mg/L when accounting for the effective dilution of the other four subsamples
(i.e., 1 sample at 5 mg/L + 4 samples at 0 mg/L = average of 1 mg/L).

Field duplicate samples shall be collected at least annually and one for every 20 field samples of
the water samples collected to provide verification of field and laboratory procedures. Field
duplicate samples shall be collected and analyzed for each analytical method performed on the
samples. Field duplicate samples will not be identified to the ladgradBlank samples are

required to provide important information on potential positive bias on any positive results in

field samples.

Equipment rinsate blanks are required wheneverdigpmesable sampling equipment is used to
collection samples at multglocations such as in source soil testing or testing of hydroponic
nutrient solutions. Equipment rinsate blanks must be collected at the rate of one per sampling
event per sampling equipment type with at least one equipment rinsate blank for eved, 20 fie
samples of the same matrix. Where equipment rinsate blanks are not appropriate (i.e., use of
disposable sampling equipment, collection of just one sample location, or direct collection into
the sampling container) field blanks may be used to evaluate potential for contamination and
potential positive bias at the same frequency of 1 per sampling event per sampling equipment
type with at least one for every 20 field samples of the same matrix.

7.2.1.Sample Collection Overview

Both the untreated and treated water will be tested to document both expected contaminants that
might be introduced into cultivation as well as the maximum or untreated levels. Water samples
shall be collected to be representative of the process and water quality throughout the time period
of sampling, although composite samples are not required. To achieve representativeness,
samples should not be collected during any periods of unusual activity such as draining of water
lines, immediately after changing treatment cartridges or replenishimgdroponic nutrient

solutions.

7.2.2.PreSample Collection

Prior to sample collection the employee will assemble all equipment and information needed
before beginning. Items to assemble before sampling include the following:

x Sample collection plan or diagn of locations to ensure representative sample collection
X Logbook or sample collection forms
x Disposable gloves
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x Clean, decontaminated plastic sheeting or other clearpormus surface for sample
processing.

Sample containers appropriate for the aregyequird.

Preservatives as required for the analyses oppagerved containers

Supplies (such as pH paper or meter) to verify adequate preservation.

Container labels and pen with indelible ink.

Supplies to thoroughly clean, decontaminate and dry sampling equipment between
samples

X A cooler with ice to keep samples cool until refrigeration or shipment to the laboratory

X X X X X

Employees should create a new entry for each sampling event in the sample collection logbook
or prepare sample collection forms for documentation of sample collection. Sample collection
documentation should identify the sample collection date and start time, participating personnel,
a general description of the media and locations sampled, relevant environmental conditions, a
description of the sampling procedures and equipment decontamination/cleaning used, and a
record of plants or batches that would potentially be impacted should analysis results indicate
unacceptable contamination.

Employees will identify or determine the number and location of water samples to be collected
based on the requirements. Sample locations must be recorded in the sample collection logbook
or forms. Record the sample location identifier (location ID) for each sample so that it can be
utilized to identify thephysical location of the sample location within the facility. Location
identifiers should be consistent across sampling events to allow tracking of repeated sample
locations. The location IDs will be included on sample labels (unless the grab samples are used
in a composite sample). In addition to the location ID, create a unique sample ID for each
sample. Sample identifiers should be unique for a given sample event. Record the location and
sample IDs in the sample collection logbook or forms as well as the volume of the sample,
preservation, and associated sample containers.

Any tools that contact the samples should be made of stainless steel or other inert material to
avoid potential contamination of the sample. In addition, all tools that come ircconttathe

sample media should be rinsed with deionized water between samples to reduce potential cross
contamination. Sample containers should be clean and dry, and made of suitable materials
appropriate for the methods and analytes being analyzed.

Prem@ring sample labels and affixing them to sample containers immediately before sampling is
recommended. Information to include on the label includes at a minimum the location and
sample ID and date/time of collection. Additional information that must leeded in
documentation if not on the label includes sample collector’'s name, media type, collection
method, whether the sample is a grab or composite sample, and preservation (if applicable).
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7.2.3.Sample Collection

During sample collection and employee willleot the planned samples from each sample
location one at a time according to the following steps:

1.
2.

3.

Put on gloves to mitigate potential for contamination of samples.

Spread clean, decontaminated plastic sheeting or other nonporous surface near the sample
location and lay out any tools and equipment needed.

Prepare the sample location by removing faucet aerators if connected. Note the location
of any water treatment stems and remove if required to representtratment

location.

For sample collection of water lines, purge the lines of standing water and note purge
time in sample collection documentation. Generally, for frequently used water 15 minutes
run time is onsidered sufficient but actual time for purge depends on pipe volume and
frequency of use. Note that pressurized lines may require additional system specific
procedures. Sample collection personnel may monitor parameters including but not
limited to tempeature, pH, or turbidity for stability to assess sufficiency of purge.

For collection of water samples from tanks or other holding bins without valves or taps
such as in some hydroponic systems, dip sampling may be used. However, sample
collection staff bould be aware of potential for vertical distribution of additives and

strive to take a sample representative of the overall tank or trough. In cases where
contaminants of concern may be stratified and not distributed uniformly throughout a
container, a dicrete depth sampler such as a Kemmerer or van Dorn sampler may be
recommended.

Open the prdabeled sample containers appropriate for the analyses taking care to not
allow errant drips or splashes off other surfaces to enter the caps or containers.

Sampes for all analyses may be collected directly into sample containers or into a larger,
inert vessel then poured into containers. During sample collection, make sure that the tap
or spigot does not contact the sample container.

If water samples are to be composited to represent multiple hydroponic systems, repeat
the steps above to collect the primary samples. The individual, primary samples should
all be collected as unpreserved samples then combined volumetrically into a single
composite sample.

Record the time each sample was collected and record any difficulties, inconsistencies
with the sampling plan, or other remarks (e.g., environmental conditions) that might be
relevant to data analysis or quality assurance.

10. Add preservatives according to the gtiahl methods as required.
11.Fill an extra sample container to verify adequate preservation and/or residual chlorine as

required by analytical methods.

[.N.S.A., Inc. Page 29 February 3, 2022
License #RMDA3362



12.1f a nondisposable sample collection tool other than the sample container (larger inert

vessel, ladleKemmerer sampler, van Dorn sampler) is used, rinse the tool with deionized
water between samples.

13.Excess sample collected but not shipped to the laboratory for testing should be disposed

of properly recognizing that preserved samples may require disggbakardous
materials. It is not necessary to send the entire volume of the combined primary samples
to the laboratory.

14. Samples should be refrigerated or maintained on ice until shipped to the analytical

laboratory.

15. Chainof-custody paperwork should lsempleted immediately prior to shipment.

8. Sample Handling

The Company has developed the following sample handling procedures to ensure that the
integrity of samples is maintained. After samples are properly collected and labeled, they should
be deliveredor analysis as soon as possible.

X

8.1.

Sample containers both empty and once containing samples should be stored in a
contaminanfree environment to the degree possible. Sample containers should not be
stored for more than one year.

Preservatives and ppreserved sample containers may degrade after several months.
Contact the laboratory to verify limits on sample container use.

All samples should be collected and stored in containers of the appropriate materials
based on the analysis method being performed.

Until the samples are analyzed, they should be preserved to minimize chemical or
physical changes according to the analytical method references.

Sample Storage

Samples should be refrigerated or maintained on ice (4-28C)/until they are shipped

to the analytical laboratory.

Placing the samples in airtight containers with minimal headspace preserves samples by
minimizing moisture loss and chemical exchange between the sample medium and air. In
addition, protect the samples from excessive light exjgo® minimize photochemical
degradation. Samples can be protected from light by using an amber sample container,
storing the samples in a closed box or other amber container, or in a dark storage
location.
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8.2.

To be considered valid, all samples must béyaed prior to expiration of the technical
holding time as defined in each analytical method. Note that the holding time for some
biological components is very short; 24 to 48 hours from the time of collection,

Note that all collected samples are considered under the custody of sample collection
staff following collection and prior to shipment. Samples should be maintained either
under the supervision of someone responsible for the integrity of the sampldsedrttnc
prevent mishandling.

Chain of custody seals may be used by sample collection staff to ensure that samples are
not tampered with following sample collection.

Packaging and Shipping Samples

Package the samples for shipping in a clean area frea@incmation.

Make sure that sample containers are clean, lids are tight and will not leak and that all
samples are properly labeled as described above. Covering labels with clear tape is
recommended for protection in the event of a leak or damage tackage.

Conduct an inventory of sample IDs against the Metrc manifest to make sure that all
samples and containers are present.

Seal sample containers in clear plastic bags with labels visible.

If the samples need to be kept cold during transport, pack the samples in a clean
waterproof metal or hard plastic ice chest or cooler with deloddgied ice or ice packs.
Samples should be maintained at 4 °Q% at all times. Be sure that the samples are
already cool when packaged for shipping.

When samples are shipped in a cooler, line the cooler with plastic (e.g., largedbgavy-
garbage bag) before packing. If the cooler has an external drain, make sure it is plugged.
Include noncombustible absorbent packing materials to protect the samples from damage.
Enclose the Metrc manifest (if applicable) and any other necessary documentation in a
sealed waterproof plastic bag. If applicable, include instructions or a shipping label for
return of the cooler.

Remove the old shipping labels, if any, and seal tlodec, or other container, with

strapping tape.

Use package tracking, if available from the shipper.
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1. Overview

Pursuant to 935 CMR 500.101(1).S.A., Inc. (the “Company”has developed the following
Personnel Policies and Staffing Plan.

The hours of operation for the proposed faciill from 9am to 9pm, daily.

2. Diversion Policy

Pursuant to 935 CMR 500.105(1) the Company has developed a policy for the immediate
dismissal of any agent who has diverted marijuana, engaged in unsafe practices, or been
convicted or entered a guilty plea for a felony charge for distribution of a drug to a minor.

3. Staffing Plan

Pursuant to 935 CMR 500.105(9) and 935 CMR 500.105(1) the Company has developed the
following Staffing Plan.

Included beloware a Hiring Timetable and a Staffing Plan Matrix showing in detail the positions
the Company intends to fill for the proposed facility and a timeline for completing all hiring and
training.

Tablel. Hiring Timetable

. DaysFrom
Slgeinie Facility Opening

Begin Recruiting 115

Retail Manager Offer/Background Check 70

Assistant Managers/Lead®ffers/Background Checks | 45

Associate- Offers/Background Checks 40

Retail Manager Start Date/HR Onboarding 40
AssistantManagers/Leads Start Date/HR Onboarding | 30

Associate- Start Date/HR Onboarding 20

Opening Date 0
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Table2. Staffing Plan Matrix

Position Department FT/PT Status Count
Retail Manager Retail FT 1
Retail AssistanManager Retail FT 2
Retail Lead Retail FT 2
Retail Associate Retail FT 10
Inventory Assistant Manager Inventory FT 1
Retail Inventory Lead Inventory FT 1
Inventory Specialist (Retail) Inventory FT 2
Asset Protection Lead Asset Protection FT 1
Retail Security Associate Asset Protection FT 2

4. Personnel Policies

Included below is the Company’s Employee Handbook containing the Company’s personnel
policies pursuant to 935 CMR 500.101(1). The Employee Handbook is revised on an annual
basis.
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Welcome to Insal

We are so excited to have you on our team! Insa is a MassacHoastid, cdocated cannabis
companythat serves both medical patients and recreational patrons. Our mission is “In Business
to Make Your Day Better.”

We first opened our doors to the pubdis a medicabnly cultivation, production, and retail

facility on February 9th, 2018. Since that day, we have been driven to improve and enhance the
lives of consumers. “Insa” is a combination of Indica and Sativa (IN/SA), which is a statement of
our promise to cultivate top quality, nuanced hybrids with the highest standard of chre an
artistry. This Employee Handbook contains general information, policies, and procedures to help
you understand your role within the Insa and the expectations we have fasymuemployee.

One of our goals as a compasyo help our employees develop a career in the cannabis

industry.

At Insa, we grow together!
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CHAPTER-INSA CULTHER I

1.00 - ATWILLEMPLOYMENT

This handbook providesgeneral overview of Insa employment policg®cedures, and
benefitsavailable to eligible employees.dtyour responsibility to carefully review the policies
within and to direct any questiorie your supervisor or Human Resources.

WhileInsa beliegs wholeheartedly in the plans, policies and procedures described here, they

are not conditions of employment. Insa reserves the right to modify, revoke, suspend, terminate,
or change any and all such plans, policies, benefits or procedures in whole or in part, at any time,
with or without notice. The handbook is not a contract or agreement of employment or warranty
of any benefits, either expressed or implied.

All employees are atill employees and Insa or the employee may terminate employment at
anytime, for any or no reason, and with or without notite. employee of Insa has the

authority to promise employment for a specified period of time or make any agreement contrary
to this policy, unless the promise or agreement is made in writing with gnessxwritten

consent of the Compais/Chief Executive Officer.

1.01 — CODE OETHICS

All Insa employees are held to the same code of edindsconduct, no matter their job titles or
positions. Below is a list of our Core Values, which are an expression of the belabielisve
leads to a positive, productive, and fun work environment, and examples of those values in
action.

Be respectful and thoughi
x We show support for and trust in our team members.
x We inspire others to excel and embrace change and growth.

Find the best solution for the customer and all else will follow
X We provide a professional, warm, and welcoming environment for all customers
X Wecreate quality products that fit our customers’ varying needs and lifestyles.

Win with optimism and courage
x We strive for continuous improvement.
X We actively listen and communicate effectively with our team to solve problems.

Relentlessly create our future



X We set goals and reach them.
X We learn from our mistakes.

Have an open heart and mind to all
x We show support for and trust in our team members.
x We offer help whenever we are able to provide it and look for ways to make the work
environment better for everyone.

Do the right thing
x We follow the process from start to finish and don’t take shortcuts.
x We follow through on what we say we’ll do.

1.02 — OPEN DOOR POLICY

Insa values feedbadttom employees and wants to foster a work environment of trust,
accountability, ethics, and respect. As such, we encourage staff to be resources for their peers by
answering questions and aiding one another whenever possible.

Most questionsshouldfirst be directed to yousupervisoyincluding procedural questions,
schedulinghallenges, or personal issues that may affect wiemkployees may always reach out
to Human Resources for additional support.

While Insa encourages all employees to fotleevappropriate chain of commanithe doors of
the Executive Teaare always open to address questions or concerns.

1.03 — EQUAL EMPLOYMENT OPPORTUNITY

Insa is committed to Equal Employment Opportunity in all employment decisions. Accordingly,
all a decisions, including those regarding recruitment, training, hiring, termination, promotion,
demotion, and transfer, shall be made without regard to racer,cedx, religion, national origin,
ancestry, age, sexual orientation, disability status, gender identity, genetic information, veteran
status,marital/familialstatus,pregnancy or pregnangglated condition, including but not

limited to lactation or the need to express breaskrfor a nursing child, or any other

characteristic protected by applicable law. The Human Resources Department is responsible for
ensuring that this Equal Opportunity Policy is followed throughout our Company.



1.04 — AMERICANS WITH DISABILITIES ACT (ADEDMMODATIONS

The Americans with Disabilities Act (ADA) protects disabled individuals from discrimination with
respect to any terms, privileges, or conditions of employment because of a physical or mental
disability. Insa, Inc. will not discriminateaexgt any qualified employee or job applicant with
respect to any terms, privileges, or conditions of employment because of physical or mental
disability. In addition, the Compamjll make reasonable accommodations for employees or
applicants with disahiies, provided that the individual is otherwise qualified to safely perform
the essential functions of the job, with or without accommodation, and provided that any
accommodations made do not impose an undue hardship on the Company. Any employee who
feelsthat an accommodation is necessary to be able to perform the essential functions of their
job should contact Human Resources.

In connection with an accommodation request, an employee may be asked to provide a medical
release that authorizes Insa to cort#eeir treating physician(s), as well as to obtain copies of
medical records. An employee may also be asked to undergo one or more examinations by a
physician chosen by Insa. If an employee is asked to undergo a physical, the @alnpayy

the costs asociated with the examination(s). Insa will only ask for medical information that is
job-related and consistent with business necessity.

In accordance with the ADA, any medical records for an employee will be kept in a confidential
file and destroyed as soon as possible or returned to the employee after termination of
employment in accordance with the provisions of the privacy sections of the HIPAA regulations.
In addition, the existence of an employee's disability, and any associated yeepaits, and

other knowledge gained by Insa will be kept confidential.

1.05 — GENETIC INFORMATION NONDISCRIMINATION ACT (GINA)

The Genetic Information Nondiscrimination Act of 2008 (GINA) prohibits employers and other
entities covered by GINA Title Il from requesting or requiring genetic information of an individual
or family member of the individual, except as specifically allowed by this law. To comply with this
law, the Compangsks that employees not provide any genetic information when submitting

their requests for a reasonable accommodation. 'Genetic information," as defined by GINA,
includes an individual’s family medical history, the results of an individual’s or family member’s
genetic tests, the fact that an individual or an individual’s family member sought or received
genetic services, and genetic information of a fetus carried by an individual or an individual's
family member, or an embryo lawfully held by an individu&mily member receiving assistive
reproductive services.



1.06 — PREGNANT WORKERS FAIRNESS ACT & PREGNANCY DISCRIMINAT|ON ACT

It is Insa’s policy to comply with all federal and state laws concerning the employment of
pregnant person and persons withndlitions related to pregnancy. Insa waldsonably
accommodate employees due to pregnancy and/or pregnancy related conditions, including but
not limited to, lactation or the need to express breast milk for a nursing child.

It is Insa’s policy not to diseinate against pregnant employees or those persons with

conditions related to pregnancies as defined under state and federal law with regard to
application procedures, hiring, advancement, discharge, compensation, training, or other terms,
conditions, angrivileges of employment.

Insa will accommodate pregnant individuals and those with pregmalatgd conditions as

defined under state or federal law if the accommodation is reasonable and does not impose an
undue hardship and if the individual can, eitiwith or without the accommodation, perform

the essential functions of a job. If you believe that you are pregnant or have a preggiatery
condition and that you need an accommodation to perform the essential functions of your job,
you must speak to Human Resources.

Any pregnant applicant or applicant with a pregnamtgted condition who can perform the
essential functions of a job with or without reasonable accommodation, without undue hardship,
will be given the same consideration for that positi@ any other applicant.

The Human Resources Department is responsible for implementing this policy, including
resolution of reasonable accommodation, safety, and undue hardship issues.

Insa has designated an office in each location in which the Comgaahycts business for use to
express breast milk. The Human Resources Department will provide the employee with access to
the applicable room as needed. The room will be clearly designated and either have a lock or a
sign on the door to indicate when theam is in use.

If you need any other reasonable accommodation related to your pregnancy or a condition
related to your pregnancy in order to perform the essential functions of your position, please
contact Human Resources.

Expressed milk can be stored Compagfgerators. Sufficiently mark or label your milk to avoid
confusion for other employees who may share the refrigerator.



1.07 — ANTIHARASSMENANDANTIBULLYIN@®OLICY

Purpose

Insa believes in providingsafe and respectful workplace environméntall employeesfree
from harassment or bullyin§exual and other i@l harassment is unlawful and will not be
tolerated.

Scope

This policy applies to all Insa employeedditionally, we do not tolerate ressment of
employees by noemployeeor vice versa. This policy applies to conduct at an employee’s
normal worksite, business trips and businesated social events, at office parties, site
meetings, and other wortelated events.

Furthermore, harassment between employees that occurs via text messages, video, voicemail,
email, social media, graphics, downloaded material, websites, or other forms of digital
communication is in violation of this policy.

Insa will not tolerate any hassment that is considered illegal under applicable law, including
harassment based on the following:

Race, color, or ethnicity

Age

Religion or religious creed

Sex, including pregnancy, childbirth, breastfeeding, or related medical conditions
Sexual oriergtion

Gender identity or expression

National origin, immigration status, citizenship, or ancestry

Marital status

Military or veteran status

Physical or mental disability, medical condition, or genetic information

Status as a victim of domestic violenceusdassaultpor stalking

Such other protected categories as may be adopteddtgtain which we operater
federal law

X X X X X X X X X X X X

The intent of this policy is to prevent conduct that may embarrass, demean, frighten, or
discomfort our employees. Thus, Insa may consider an employee’s conduct to be in violation of
this policy even if it falls short of unlawful harassment under applicable law. When determining
whether conduct violates this policy, we will consider whether a reasonable person could
conclude that the conduct created an intimidating, hostile, degrading, or demeaning
environment.
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Definitions

SexuaHarassment
The legal definition for sexual harassment means sexual advances, requests for sexual favors,
and verbal or physical conduct of a sexual nature when:

X Submis®n to or rejection of such advances, requests or conduct is made either explicitly
or implicitly a term or condition of employment or as a basis for employment decisions;
or

X Such advances, requests or conduct have the purpose or effect of unreasonably
interfering with an individual’s work performance by creating an intimidating, hostile,
humiliating or sexually offensive work environment.

Direct or implied requests by a supervisor for sexual favors in exchange for actual or promised
job benefits such asvarable reviews, salary increases, promotions, increased benefits, or
continued employment constitutes sexual harassment.

Harassment can range from physical violence, threats, or assault to less obvious or overt forms
like ridicule, teasing, or making inséive remarksWhile it is not possible to list all

circumstances, the following are some examplesiat constitute sexual harassment

depending upon the severity of the conduct and its pervasiveness:

X Unwelcome sexual advaneephysical and/or verbal

x Physical contact, such as touching, hugging, patting or pinching, which is uninvited and
unwanted by the other person

x Sexual epithets, jokes, written or verbal references to sexual conduct, gossip regarding
one’s sex lifecommenson an individua$ body, ocomments about an individual’'s
sexual activity, deficiencies, or prowess

Bullying

Bullying occurs whenever there is severe, repeated behavior that targets one or more persons
which, through verbal abuse, offensive conduct, or interference, creates an intimidating, hostile,
or offensive working environment; interferes with a person’s work performance; or otherwise
adversely affects a person’s employment opportunities with the Company. Bullying conduct may
include, but is not limited to:

Teasing, namealling, slandering, ridiculing, or maligning a person or their family
Screaming, shouting, yelling, or swearing at another employee in public or private
Excluding others from meetings or social situationgj\vang the “silent treatment”
Destructive gossip, rumors or innuendo

Destruction of or damage to an employee’s personal property

X X X X X

Constructive feedback, counseling, and performance management given by an employee’s
supervisor is appropriate and reasonadnhel does not constitute bullying
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behavior. However, feedback that is given with the intention of shaming or humiliating the
employee, whether in private or in public, may be construed as bullying behavior.

Retaliation

Retaliation is when someone is penadifor reporting what they believe, in good faith, to
constitute harassment or bullying under this policy; expressing an intent to report the same;
assisting another employee in reporting a violation of this policy; or participating in any
investigationas a witness or otherwise, under this policy. Retaliating agaimshployee who

has made a complaint or has otherwise participated in the investigation process is grounds for
discipline, up to and including termination.

Bystanders

Bystanders are people who have witnessed inappropriate conduct. Insa strives to provide an
environment where akmployees feel comfortable coming forward. We would also like to stress
that if you are witness to harassmeantbullying you should immediately notify your supeovis

or Human Resources

A Note About NofEmployees

We want our employees to feel comfortable and safe when they enter the workplace, and our
policy against harassment extends to our patients, customers, vendors, contractors, and other
visitors to the facilityWhile we are committed to providing the highkel of customer service

to our patrons, this does not extend to allowing harassment against our employees.

If inappropriate conduct by a n@mployeeoccurs the following procedure should be followed:

StepOne Calmlyinform theindividualverbally that the conduct is unwelcome. If it is a customer
interaction, attempt redirect the conversation.

Step Twolf theyrefuseto adjust behavioand/or becomesostile, seek the assistance of a
manager.

Step Threetf the individual continues to act in a hostile manner, immediately call Asset
Protection using the code word “lemon.”

While our managerare there to offer support and guidance to our associates, calling for a
member of Asset Protectianay supersede stevo. Often, individuals who are behaving in a
hostile manner will continue to escalate the more team members become involved, and the best
practice is to ask for assistance from an official, trained Asset Protewtiober.

Individuals who become hostile will be identified and may be trespassed from the building under
certain circumstances. In addition, the local police may be called for support and assistance at
Asset Protectiol discretiorand an accompanying incident report must be filed
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Complaint Procedure

Insa takes lacomplaintsseriously. If any employee believes that they have been subjected to
harassmenor bullyingthe employee may file a complainith Human Resources, either
verbally or in writinglf the complaint is against Human Resources, employeesaaéely out to
the CEO.

State and Federal Remedies

In addition if an employee believes they have been subjected to sexual or other unlawful
harassment, the employee may file a formal complaint thitghapplicable government agenc

Using Insa’s complaint process does not prohibit you from filing a complaint with these agencies.
A list of applicable agencies by state can be found in the handbook addendum.

InvestigatiorProcess

When Insa receives a complaint, we will investigate the allegation in a fair and expeditious
manner, maintainingconfidentiality to the extent practicable under the circumstances. When we
have completed our investigation, we will, to the extent appropriate, inform the person filing the
complaint and the person alleged to have committed the conduct of the results of that
investigationlf it is determined that inappropriate conduct has been committed, we will act
quickly to eliminate the conduct and impose such corrective action as is necessary, up to and
including termination of employment.

Supervisors who receivecamplaint or learn of information that suggests this policy may have

been violated are required to promptly (ideally within 24 hours) forward that complaint to
HumanResources and maye subject to disciplary actionfor failing to report the information

in a timely manner. As soon as reasonably possible, Insa will investigate any allegations and take
appropriate remedial action. Retaliating agaimsemployeevho has made a complaint or has
otherwise participated in the investigation process is grounds for discipline, up to and including
termination.

1.08 — DIVERSIT)END INCLUSION COMMITTEE

Insa envisions a workplace and community where all individuals feel safe, supported, respected,
seen and recognized regardless of race, ethnicity, culture, socioeconomic status, gender, mental
health status, disability/ability, age, sexual orientation, religion and gender expression. The
Diversityand Inclusion Committeis a collaborative group that is dedicated to advising the
Companyon providing a workplace that promotes diversity and an inclusive environment for
people of all backgrounds, abilities)ibts, and identities.

TheCommitteemakesrecommendations to leadership on projects, events, inigatiand
policiesandworkswith local community partners to celebrate diversity through community
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engagementToinquire aboufoiningthe Diversity and Inclusion Commitiemmployees may
reach out to Human Resources.

1.09 — INTERNAL HIRING POLICY

Purpose

Insa is committed to promoting from within whenever possible. The purpose of this policy is to
provideopportunitiesfor Insa employees to move up within the Compamy pursue their

career goals.

Scope
This policy applies to all employees of Insa.

Procedure

Employees may apply for ajop openinghat is posted publicly on th@areergpageof Insa’s
websiteandshould check the page regularly for new opportunitiesnever, we expect

employees to remain in their position for at least six months before moving into a new role, and
for managers to remain in their position for at least on year. Exceptions may be made in
accordance with business needs.

Employeesvill beselected to interview based on their qualificatiamsl performance.
Employeesnust meet the minimum requirements for the positiorgluding education level,
experience, or specific skill

The hiring manager is also expected to communicate with théogegds current supervisor
notifying them of the intent to interview. The hiring manager must sadiedtdfack from the
currentmanagerrelated to performancand condut, and if for example, the employee is on a
final written warning, a performance improvement plan, amider investigationthey may be
disqualified from the interview process.

All qualified employeesill be interviewed by the hiring manader the positionand given
considerationEmployees who are not qualified, based on the criteria above, will be notified by
the hiring manager and will be encouraged to apply again to future opportunities.

Once the hiring manager is ready to make an gifiery willcommunicatenith Human
Resourceto determine the employee’s start date and compensattaking into account time
needed to backill the position.

Once a candidate is selected, all other applicants will be notifidebthyring manager and
constructive feedback will be given about why they were nasemdor the role. The employee
whoisawarded the position will be notified last.
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1.10 — CONFIDENTIALITY, CONFLICTS OF INTEREST, AND OUTSIDE EMPLQYMENT

During the course of their employment, Insa employees may come across information that is
sensitive oconfidential, including, but not limited to: its research and development activities;
patents; copyrights; trademarks; product or packaging designs; marketing plans and strategies;
customer and supplier lists and accounts; or otherpalolic financial formation. Some

employees may also encoungatient medical information during the course of their job duties.

As such, all Insa candidates must read and sign a No Conflicts of Interest, Nonsolicitation,
Nondisclosure & Assignment of Inventions Agreement once a conditional offer of employment
has been made. All candidates must agree that they are not obligated to any entity that conflicts
with their employment with Insa, and that they may not bring confidential or proprietary
information from a former employer to the CompangpBnding on state law, during their
employment with Insa, employees may be prohibited from accepting renume(sdiiany,
commissions, fees, or compensation of any kind other than investment income) from other
cannabis entities.

15



I CHAPTER-ZHE WAY WE WORK I

2.00 - PERSONNEL FILES

Personnel records are confidential. Insa maintains a personnel file for eachesnplbich
includes, but is not limited to, a record of the person’s employment history at Insa, documents
related to the hiring process, salary information, contact information, and performance
information.

Access is limited to:

X Human Resources
x Each employee’s current manager
x The individual employee with respect to their own personnel file

An employee may inspect their own file, but the file may not be taken from the Human
Resources office. Requests for a physical or digitglad@m employee’personnel file must be
made in writing and will besuedn a timely manner in accordance with applicable stete
federal laws

Any performanceelated documents will bgivento the employee for signature before they are
added to the personnel recarBmployees will thus be made aware of aoguinentation that
may affect theiqualification for employment, promotion, transfer, additional compensation
disciplinary action in accordance with applicable state and federal laws.

Personnel files are maintained confidentially in accordance wathitiman Resources
Department’s standard operating procedures.

Insa maintains separateedicalfilesfor employees. The medical file contasessitive and
confidential information related to an individual's health, health benefits, heglited leave
andor accommodations, and benefits selections and coverage. Medical records are kept
confidentialy in compliance with applicable laws and access is limitadrieedto-know" basis
only.
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2.01 — PROGRESSIVE DISCIPLINE POLICY

Purpose

Insa employeeare expected to be aware of and to follow workplace policies and rules that are
in place to ensure the wdbkeing of our colleagues and business operations. Employees are
expected to comply with these internal requirements as well as the requirements of federal,
state, and local laws.

This policy defines the process for correcting single and repeat episodes of emghijtge’so
comply with Insa’s policies and procedures and/or to meet specific workplace expectations for
conduct.

Insa’s progressive discipline policy is designed to provide a structured corrective action process
to improve and prevent a recurrence of undesirable behavior and/or performance issues. It has
been designed to be consistent with our orgatiizeal values. Outlined beloare the steps of

our progressive discipline policy gmbcedure Employees are expected to demonstrate

sustained improvement while on progressive discipline.

Insa reserves the right to combine or skip steps depending upon the facts of each situation and
the severity of the offense. The level of disciplinary intervention may also vary. Some of the
factors that will be considered are whether the offense is repeated despite coaching, counseling
and/or training; the employee's work record; theverity of the offense; and the impact the

conduct and performance issues have on our organization.

Progressive Discipline Steps

Documented Discussion

Documented discussions occur when disciplinary issues are minor and/or it is the first
occurrence of the conduct. An employeianagemwill meetwith the employee tdoring the
issue to their attention

Themanagemwvill discuss the nature of the problem or the violation of Compaligies and
procedures with the employee. The manageraldlarly outline the expectations and steps the
employee must take to improve. The employee will then be given the opportunity to provide
their perspectiveand feedback antb correct any miscommunication.

Initial Written Warning
An initial written warnings necessary when:

X The infraction is too serious to warrant a documented discussion; or
X The conduct has continued after a documented discussion has been had.

The initial written warning follows the same procedures as the documented discussion.
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Secondan#inal Written Warning

While it is hoped that the performance or conduct issues that were identified in steps 1 and 2
have been corrected, Insa recognizes that this may not always be the case. A secondary written
warning involves a more formal documentation of the performance or conduct issues and
consequences. It may be given if a first offense is particularly serious, or if prior corrective action
has not improved the employee’s performance or conduct. During the secondary written
warning, themanagewill meet with the employee and review the issue. Any prior corrective
actions for the same issue will be reviewed. The manager will outline the consequences for the
employee for any continued failure to meet performance and/or conduct expecation

Performance Improvement Plans

On occasion, an employee may be placed on a Performance Improvement Plan, or PIP. A PIP is
designed to provide a more structured opportunity for performance improvement, including
additional training, coaching, and leaminitiatives that adhere to a specific deadline. In order

for a PIP to be offered, the employee must show dedication toward improving their performance
and commitment to their role. The PIP will be written by managétHuman Resourceghe

manager will be responsible for following up with the employee on their progress and for

holding the employee accountable for completing their assigned tasks.

Procedure

All disciplinary action documents must be reviewed by Human Resources before they are given
to the employeeand must be submitted tduman Resources to be added to the personnel file
after the employee has reviewed and signed them

Managers are expected to issue disciplinary action as soon as possible after an incident has
occurred. All disciplinary meetings must be held in a private Allearitten warnings must be
issued with a witness present, who may be either another manager from the same department
or a member of Human Resources or the Executive Team.

Insa employees will be provided copieslbdligciplinarydocumentation, including all

performance improvement plans. Employees will be asked to sign copies of this documentation
attesting to their receipt and understanding. If an employee refuses to sign,-pdniydvitness

will be asked to sign to certify that the documbat been issuedCopies of these documents

will be placed in the employee’s official personnel file.

Employees will have the opportunity to present information that may supplement information
management has used to issusdiplinary action. This can be done in the form of a comment or
letter, which will be attached to the disciplinary action and placed in the employee’s personnel
file. If the employee does not present this information during any of the disciplinary meetings
they will have three (3) business days after that meeting to present information. All statements
mustbe submitted in writing and should include any supportive documentation.
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Investigaibn & Suspension
In certain circumstances, Insa may need to conduct an investigagpending on the situation,
employees may be suspendetiile Insadeterminesthe appropriate remedial action

For nonexempt employees, investigatory suspensions are given without pay-dayfull
increments, and are consistent with federal, state, and local wage and hour lawexeiapt
employees may not substitute or use earned time in lieu of the unpaid suspd?eyomay be
restored if the ingstigation of the incident absolves the employEeeempt employees must
continue to receive their regular salary during an investigatory suspension, in accordance with
the Fair Labor Standards Act.

Termination of the Employment Relationship

The last and most serious step in the progressive discipline procedure is a recatineiod
terminate employment. Generally, Insa will try to exercise the progressive nature of this policy
by first providing other disciplinary action. However, Insa reserves the right to combine and skip
steps depending upon the circumstances of eaclatsitn and the nature of the offense.
Furthermore, employees may be terminated without prior notice or disciplinary action. Nothing
in this policy provides any contractual rights regarding employee discipline or counseling nor
should anything in this polite read or construed as modifying or altering the employnagnt-

will relationship between Insa and its employddanagement’s recommendation to terminate
employment must be approved by Human Resources.

ComplianceRelated Infractions

At Insa, compliance with all stagpecific cannabis regulations is of paramount importance. Each
department within theCompanyhas complianceelated protocols and compliancelated

training. Compliance infractions grarticularly serious because they place liability upon the
Company.

All potential compliance infractions will be investigated by the Complidep=tment. If it is
discovered that a compliance violation has occurred, a reporbméiled with the applicable

state governing entityThis report mainclude a descripn of event, including applicable
regulatory language and citations, identifying information of the involved parties and a plan of
corrective action. The report will be stored in an investigdiienand a copy of the resolution

will be placed in an eptoyee’s personnel file depending on whether an individual or individuals
are identified as culpable. Potential courses of action in response to compiialatiens

include retraining and/or disciplinary action, and infractions that are particularly severe,
pervasive, or willful may result in immediate termination of employment.

Other Incidents That May Warrant Immediate Termination

The following list includes incidents that are particularly serious and detrimental to both the
business as well as the health and safety of our emplpgest®mers, or visitordt is not meant
to be allinclusive.
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x Diversiorof cannabis productsyhichshall be reported to law enforcement officials and

to the applicable state governing entity
o Note: intentional diversion of infused cannabis products will result in immediate
termination.

X Engaging in unsafe practices

X Legal situations that violate staspecific cannabis regulations

X Intentional falsification of employment records, including apptinatfor employment,
time records, or any other official Insa documents or records

x Falsifying time worked or having someone else alter time worked, or altering someone
else's time records

x Actions that violate state, federal, or local law, while wearingg@eaaor otherwise
representing the Company, whether or not on Compgawyerty, whether or not during
work time, or at Compargvents

X Theft against Insa or another employee or customer, or theft, unauthorized removal, or
intentional damage or destruction of Insa products or other property

x Possession of a firearm, knife, explosive, chemical, or other deadly weapon at work

(utility knives or other small knives used in the course of work are excluded from this list,

subject to the approval of management)

Jobabandonment (not calling and not reporting to work for two (2) consecutive)shifts

Violence and/or physical assault on Insa property or while conducting Insa business

Threats of violence and/or physical assault

Threatening, intimidating, or using abusaeguage toward others

Violation of Insa’s anhiarassment, angliscrimination, and/or antbullying policies

X X X X X

Other Considerations

Disciplinary actions may affect an employee’s eligitolibe promoted or transferred and may
affect meritbased pay increases. Insa is committed to reviewing the circumstafates! to
the disciplinary action in a fair and equitable marared will take the recency, severity, and
pervasiveness of the behavior into accowhenassessingn employee’s eligibility.

2.02 — CELL PHONE POLICY

Purpose
The purpose of this policy is to define how personal cell phones and other mobile devices may be
used in the workplace.

Scope
This policy applies to all Insa employees.

Definitions
“Mobile device” means personal cell phones, tablets, and/or laptops.
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Procedure

While Insa permits employees to bring personal cell phones and other mobile devices into the
workplace, the use of such devices mustintgrfere with their job duties or impact workplace

safety and health. Use of mobile devices at work can be distracting, disruptive, and causes a loss
of productivity. In addition, cell phones may pasganitary concerim production

environments

At the department manager’s discretion, employees may use personal mobile devices to listen to
music or other audio files while performing manual tasks such as packaging product. However, if
the use of such devices becomes distracting, poses a safety ngigatively impacts the

employee’s work product, managemay rescind this privileg&éhedepartmentmanager may

include addional limitation ornthe use of a personal mobile device in cooperatidgth state

regulators.

Mobile devices may notebvisible to customers in retail areas and must be left with an
employee’s personal belongings.

Insa is not responsible for mobile devices. émployees who are concerned about the security
of their mobile devices should store them in their vehiotes locker

Employees using mobile devices during break times mustidasoanner that is courteous to
others, i.e., not blasting music or vigewithout using headphones, or making loud phone calls
in common areas.

Violations of this policy may result in disciplinary action, up to and including termination of
employment.

2.03 — SOCIAL MEDIA POLICY

Purpose

At Insa, we recognize the Internet pides unique opportunities to participate in interactive
discussions and share information using a wide variety of social media. However, use of social
media also presents certain risks and carries with it certain responsibilities. To minimize risks to
the Company, employees are expected to follow our guidelines for appropriate use of social
media.

Scope
This policy applies to all Insaployees.

Definitions

For purposes of this policigocial mediaincludes all means of communicating or posting
information or content of any sort on the Internet, including to employees’ own or someone
else's web log or blog, journal or diary, personal website, social networking or affinity website,
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web bulletin boardar a chat room, whether associated or affiliated with the Company, as well as
any other form of electronic communication.

Procedure

Companyprinciples, guidelines, and policies apply to online activities just as they apply to other
areas of work. Ultimate, employees are solely responsible for what they communicate on social
media. Employees may be personally responsible for any litigation that may arise should you
make unlawful defamatory, slanderous, or libelous statements against any customer, managetr,
owner, or other employees of the Company.

Respect and Courtesy

TheCompanycannot force or mandate respectful and courteous activity by employees on social
media during nonworking time. If employees decide to post complaints or criticism, they should
avoid using statements, photographs, video, or audio that reasonably could be viewed as
unlawful, slanderous, threatening, or that might constitute unlawful harassment. Examples of
such conduct might include defamatory or slanderous posts meant to harm sdmeone
reputation or posts that could contribute to a hostile work environment on the basis of race, sex,
disability, age, national origin, religion, veteran status, or any other status or class protected by
law or Companpolicy. Employees’ personal posts andial media activity should not reflect
uponor refer to the Companyt is important to remember that what is posted is traceable and
permanent.

Because social media is in the public domain, the Conmpaesves the right to monitor social
media.

Maintain Accuracy and Confidentiality
When posting information, employees must:

X Maintain the confidentiality of trade secrets, intellectual property, and confidential
commercially sensitiieformation (.e.financial or sales records/reports, marketing or
business strategies/plans, product development, customer lists, patents, trademarks,
etc.) related to the Company

X Not create links from their personal blog, website, or other social networking site to a
Companywebsite that identifies them as speaking on behalf of the Company

X Not represent themselves as a spokesperson for the Company. If the Casnpany
subject of the content they are creating, they may not represent themselves as speaking
on behalf of the Congny. Employees should make it clear in their social media activity
that they are speaking on their own behalf

X Respect copyright, trademark, thiparty rights, and similar laws and use such protected
information in compliance with applicable legal standards

x Not identify a pient on social media as it would be a HIPAA violation

Using Social Media at Work
Employees may not use social media while on workdmea equipment provided by the
Company, unless it is werldated as authorized by their manager or consistent
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with policies that cover equipment owned by the CampDo not use your Compaeymail
address to register on any social media utilized for personal use.

Employees are not permitted to take photographs or videos of the facility unless given written
prior authorization from the Executive Tednsa does nadllow employees to post photos or
videos of Insa products properties without permission from the Executive Team.

Media Contacts

Because of the sensitive and at times controversial nature of the work we do, if an employee
receives any press inquiriesagher requests from members of the media regardimga,we

request that you decline to comment and refer the inquiry to the CEO. No employee may speak
to members of the press on behalf of Insake public speaking appearances on behalf of Insa

or authaize press releases on behalf of I(8a the Internet or otherwise) without the prior
consent of the CEO.

This is not intended and does not serve to prevent employees from exercising their right to
engage in concerted activity.

Retaliation andEmployee Rights

Retaliation or any other negative action is prohibited against anyone who, based on a reasonable
belief, reports a possible deviation from this policy or cooperates in an investigation. Those who
retaliate against others for reporting a gdsle deviation from this policy or for cooperating in an
investigation may be subject to disciplinary action, up to and including termination.

Nothing in this policy is designed to interfere with, restrain, or prevent employees from
communications regamdg wages, hours, or other terms and conditions of employment, or to
restrain employees in engaging in any other concerted activity or exercising any right protected
by law. All employees have the right to engage in or refrain from such activities.

Employes should ensure postings are consistent with these guidelines. Postings that include
unlawful discriminatory remarks, harassment, and threats of violence or other unlawful conduct
will not be tolerated and may subject employees to disciplinary action up to and including
termination.

2.04 — DRESS CODE AND UNIFORM POLICY

The purpose of this policy is to provide guidance on appropriate attire in the workplace. An
employee’s appearance affects the way they are perceived by others, and in turn reflects on Insa
as an organizationlnsa employees should present a professional image to our customers and
public, as well ensure the safety of our products and the health of our plants.

Sope
This policy applies to all Insa employees.
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GeneraProcedures

Allinsa employees are expected to adhere to a daily hygiene maintenance routine that may
include bathing, brushing teeth, and washing clothes. Cologne, scented lotions and deodorants,
and perfume should be used in moderation.

Employeesnustwearall requiredPPE while working, including hairnets, beard nets, gloves,

safety glasses, Tyvek suits etc., depending on the nature of the position and the work performed.
Employees who are required to use gloves must remove them and dispose af térmsh can
whenexiting a room where cannabis is handled

Many departments have uniform requirements that are intended to prevent-cross
contamination and to maintain cleanliness and safety. Any visiting employees must adhere to
that department’s uniform requirements whemtering.

All employees who work in or regularly enter Produciiosh CultivationAreas must wear
closedtoed shoes.

Employees who are required to bring their uniform to work are responsible for remembering to
bring it in. Employees who arrive without their required uniform will be sent home to retrieve it
before beginning their shift.

Production(NonScrub Wearing)
Allnon-scrub wearing Productioemployees will be provided with Insa attire upon hire.

Fingernails shoulde neat, clean, and shiolextend no further than ¥4 inch from the end of the
fingertip in order to maintain cleanliness and to prevent punctures when wearing gloves.

Employees infBduction positions, for safegnd cleanlinespurposes, may not wear dangling
jewelry such as né&taces, bracelets, or long earrings. Only studs or hoops that aresidietein
diameter or smaller are acceptable.

Productionstaff are responsible for laundering their own garments.
Cultivation(and Scrub Wearing Production)

Cultivation staff must wear Ingmovidedshoes and scrub3o prevent the possibility of
contamination and spread of disease, scrubs and work shoes may not be removed from the
building, andnsa provides laundry services. Scrubs are available in a multitude of sizes and a
fresh sets available for each employee daily.

Insaprovided sleevemay be worn by all employees that may have exposed skin come in
contact with flower. The use of sleeves is to eliminate the contact of exposed skin with the
material being worked on, as some employees may experience skin irritation.
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Employees in Cultivatigrositions, for safetgnd cleanlinespurposes, may not wear dangling
jewelry such as necklaces, bracelets, or long earrings. Only studs or hoops that aieetirme-
diameter or smaller are acceptablemployees may not wear hats in grow rooms.

Retail

Retail employees must adhere to thebd uniform standards set by the department. All
employees will be provided with Insa attire upon hire. Employees who work outdoors will be
provided with weatheappropriate Insa attireRetail employees are responsible for laundering
their own garments.

Wear & Tear

From time to time, an employee’s original allotment of uniform items may wear out. If
employees have a garment that is stained, torn, or in a state of disrepair, they may let their
manager know that the item requires replacement. Employees who routinely lose or damage
uniform items outside of the scope of what a reasonable person may consider to be normal may
be subject to discipline in accordance with Insa’s Progressive Discipline Policy.

Corporate
Corporate employees include owners, officers, and other administrative or executive staff who
do not routinely work ifroduction or Rtail areas.

Corporate employees may dress in professional, neat, clean attire, that is free from graphics that
contain vulgar or profane language or iraag Corporate staff may be asked to dress in business
casual attire in certain circumstances, includingf@nts or meetings, or if receiving visitors to

the Corporate office. Business casual attire includes pants that are not exercise pants or
pajamas, skirtsshortsor dresses that are mithigh or longer, and buttedown shirts or other
blouses worn with a blazer or sweater.

Other NonProduction Departments

Other nonProduction employees will be provided with Insa attire upon hire. Employests
wear Insabranded gear while working. Employees who work outdoors will be provided with
weatherappropriate Insa attire.

Employees may wear pants that are not exercise pants or pajamas. Leggings may be worn under
a tunic or skirt. Skirtshorts, or dresses must b@d-thigh or longer.
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2.05 — RELATIONSHIPS IN THE WORKPLACE

Purpose

Insa strongly believes that maintaining clear boundaries between personal relationships and
business interactions is conducive to a positive workplace environment féryeap. Although
Insa does not prohibit the development of close friendships or romantic relationships between
most coworkers, it does establish very clear boundaries as to how relationships will progress
during working hours and within the working envirant.

Scope

This policy applies to all employees of Insa. Insa employees, other than those in a supervisory
subordinate relationship, may date and develop friendships and relationships inside of the
workplace as long as the relationships do not negatively impact work. Any relationship that
interferes with the Compargulture of teamwork, the harmonious work environment, or the
productivity of employees will be addressed by applying the progressive discipline policy.
Adverse workplace behavior or behaviatthffects the workplace that arises because of
personal relationships will not be tolerated.

The exception to this policy relates to managers and supeniamsantic and or/sexual
relationships between supervisors and subordinates is strictly prahiBiggationships between
managers or supervisors and employees who report to them may be perceived as favoritism,
misuse of authority, or potentially sexual harassment. Even if no improper conduct occurs, the
relationship may cause gossip, hard feelingsatigfaction, and distraction among other
employees in the workplace. The relationship may appear to other employees as an
inappropriate use of power. Additionally, any fraternization between managers and employees
whose terms and conditions of employment such as pay raises, promotions, and advancement
opportunities are potentially affected by that manager is prohibited. The term “fraternization”
includes dating, romantic involvement, and sexual relations; close friendships are discouraged in
any reporting relationship.

Insa recognizes that employees have different definitions and understandings about what
constitutes a friendship or romantic involvement. Consequently, if you have questions or need
further clarification, you should speak with Human Resources

Insa encourages employees to develop friendships and share a spirit of teamwork and
camaraderie both in the workplace and outside of work. In instituting this policy, it is not Insa’s
goal to interfere with the development of coworker friendships araticeiships. The policy
identifies when these relationships are appropriate and when they are not.

Employment Procedures
An otherwise qualified applicant who is involved in a romantic or familial relationship with a
current employee may occupy a positiortha same departmentut must disclose the
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relationship to Human Resourcéssuch a relationship is established after employment, it is the
responsibility and obligation of the employees involved to disclose the existence of the
relationship to Human Resrces.The employees must ensure that the relationship does not
violate the behavioral guidelines outlined above.

Insa reserves the right to take prompt remedial action if a conflict of interest arises concerning
individuals who violate these guidelines.

2.06 — DRUG AND ALCOHOL ABUSE PREVENTION

Purpose

The purpose of this policy is to foster a healthful and safe work environment for all employees,
customersandyvisitors of the Companinebriation can lead teorkplace accidents, financial
errors, or behavior that does not meet our standards of conduct. Accordingly, all employees
must be fit to perform their job functions, to protect the health, safety, and wellbeing of
themselves and other individuals.

Employees taking physictarescribed or ovethe-counter medication, includingpntrolled
substances omedical marijuanahat has the potential to negatively impact the employee’s

ability to perform their job functions in a safe and effective manner (e.g., medgathach

caution against vehicle use) must report such use to Human Resources, and may be required to
present medical documentation describing the effects such medication may have on the
employee’s ability to perform their essential functions.

Scope

Thescope of this policy includes all of Insa’s employees who are present on Congraisgs

(as defined below) or who are engaged in or traveling to or from any activity, appearance, or
other engagement on behalf of Insa while in the course of their employment.

All Insa employees are prohibited from the following:

1. The personal manufacture, possession, use, sale, distribution, dispensation, receipt, or
transportation of alcohol or illegal or psychoactive substances, including cannabis, while
working or while otherwise engaged in Insa business on or off CompyEamiges or
while using the Compamguipment or vehicles

2. The consumption of alcoholic beverages or psychoactive substances, including cannabis
in any form, either while on duty or immediately precedinty, which may affect the
employee’s fithess for duty and ability to perform the essential functions of their position

Reasonable Suspicion Procedures
If anemployee appears to be under the influence of alcohol or psychoactive substances while
working,Insa reserves the right to takemedialaction including drug testing. Managers who
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observe or are alerted to the fact that an employee may be under the influence should complete
a Reasonable Suspicion Chechlist notify Human Resources.

If Insa suspects the employee may be under the influemceyvastigation will be conducted,
and the employee may be placed on an investigatory suspension.

During the investigation, an employee may be referred for drug testing. If an employee is
referred, they must give written consent by signing a “Consersditasstance Abuse Testing

Form, and will be directei a testing lab licensed by the stafEamployees will be suspended
pendingthe results of the test. Refusal to sign the form may be considered equivalent to a
positive test result and may result in discipline, up to and including termination. Transportation
to the testing center will be provided by Insa

Depending on the results of the investigation, including the results of a drug test, Insa will
determine a course of action, taking into consideration the following factors:

1. Whether the incident occurred in isolation, or was a repeat offense

2. Whether the incident violated state or federal laws or regulations

3. Whether the employee could have endangered themselves or another employee,
contracor, vendor, customer, or visitor

4. Whether the employee’s behavior could have resulted in financial error or a loss of
revente

5. The employee’s response to the accusation

Insa will keep the employee’s test results confidential, treating them the same as any other
medical records and disseminating the results only on a-teekdow basis.

Cannabis Testing

As a leader in the medical and adult use cannabis industry, Insa encourages employees to try our
products in a safe and legal way when outside the Wackp For this reason, and because there

is no test available that shows whether someone is actively under the influence, if an employee

is referred for drug testing, it is Ins@@sition that we do not test for the presence of cannabis.

As such, if an employee is thought to be under the influence of cannabis to an extent that they
are unfit to perform their job duties in a safe and effective manner, and that employee’s test
results do not show evidence of the presence of other substances, Insa may use its discretion
under reasonable suspicion to pursue progressive disciplinary action.

Employees are expected to adhere to the legal requirements of allsgtatific cannabis
regulations.

28



Training

All managers will receive trainingproper use of the Rsanable Suspicion Checkasidshould

not initiate the investigation process unless there is clear evidence that an employee may be
under the influence.

Workplace Searches

Management may conduct searches of Insa property, including desks and lockers, where there is
reason to suspect a violation of this policy. An employee who refuses to cooperate with such
searches may be subject to Insa’s Progressive Discipline Policy.

Employee Assistané@ogram

Insa will assist and support employees who voluntarily seek help foordalgphol problems
before becoming subject to investigationder this policy. Insa provides a thpdrty Employee
Assistance Program, which offers resources for those struggling with addiction. Information
about this progam is available in the Benefit Guide.

2.07 — SMOKING POLICY

Purpose
The purpose of this policy is to clearly define expectations for Insa staff regarding the use of
tobacco or nicotingproducts on Compargremises

Scope
This policy applies to all Insa employees, contractors, vendors, customers and other visitors to
the Company.

Definitions

A“Tobacco oNicotineProduct meansany tobaccazontaining cigarettes, cigarscearettes,
electronic smoking devicescegarettes, and chewing tobacco.

Procedures

Insa maintains a tobacaw nicotine productree facility and prohibits smoking or use of other
tobacco products at any point, in any location on Insa property, including employee parking
areas.

Employees who wish to use tobaarmicotineproducts may do sonly during their allotted
meal break

Employees using tobacoo nicotineproducts must take care to do sff Insa property.

Insa employees who wish to use tobaocaicotineproducts during their allotted meal break
must change out of their Insa uniform prior to consumption so as to avoid excessive tobacco
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odor, transfer of said odor to our products, or exposure for other employees, contractors,
vendors, customers and other visitors to the compounds and irritants associated with tobacco or
nicotine products. Insa employees who smoke on their meal break must wash their hands upon
returning to work.

Violators of this policy may belgact to Insa’s Progressive Discipline Policy, up to and including
termination of employment.

2.08 — FOOD AND BEVERAGE POLICY

Purpose
This policy has been created to define food and beverage procedures within Insa facilities.

Scope
This policy is applicable to all Insa facilities in Massachusetts.

Procedurs

Food and Beverage Consumption

Employees may consume food and beverages in break areas or outside the facility only.
However, it is permissible for employees to have bevenaggstheir workstation if they are
contained within a transparent, sgifoof container. Beverages should be kept in designated
areas in each department.

Cleanliness and Shared Spaces

Break areas are shared spaces and must be treated as such. Employees are expeeatedjo cl
after themselves. This includes proper disposal of waste and wiping down surfaces. Employees
are also expected to wash their own containers and should not let dirty items pile up in the sink.
Containers filled with liquid should be emptied in thk &iefore disposal.

Refrigerators are also shared. Employees may bring in-sgrgiag containers and should carry
them out at the end of their workday. Any food that is stored in the refrigerator should be
labeled with a name and the date and will b&pdsed of after seven (7) days if left in the
refrigerator.

Allergen-Free Zones

Employees who have serious, lifieeatening food or other allergies must alert Human

Resources upon hire, or immediately following diagnosis, if the allergen is present within Insa

facilities. In the case of a lifiereatening allergy, a break area may be designated as an

“AllergenFree Zone”. AllergeRree Zones will be clearly labeled in the entryway. Employees will
also be alerted to the change via a facikigle emai memo and notification will
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be placed on all bulletin boards in the affected departmédgsause Insa manufactures food
products, it may not be feasible for certain work areas to be designated as Aleegefiones.
Production areas in whidommon allegensmay be presenwill be designated with clear
signage on all entrances.

Sampling

On occasion, nemedicated product may be offered for sampling in the facility or for

customers. Customer samples will be given and consumed outside the buildind bad wil
individually wrapped or in disposable sample cups. Employee samples will be given and
consumed in the kitchen area only and will be individually wrapped or in disposable sample cups.

2.09 — SOLICITATIONS, DISTRIBUTIONS, AND USE OF BULLETIN BOARDS

We have established the following guidelines regarding solicitation and/or distribution of
literature on Insa& property.

Guidelines Applicable to Employees

Solicitation/Distribution
Employees may not engage in solicitation on behalf of themselveiscopd#nties when either
the employee doing the soliciting, or the employee being solicited, is on working time.

Distribution
Employees may not engage in the distribution of literature on behalf of themselves or third
parties during working time or in working areas.

Posting of Notices
Employees are not permitted to post any notice, advertisement, flyer, or other literatunsan |

property.

Guidelines Applicable to Nd&imployees

Insaprohibits individuals who are not its employees from soliciting its employees or others on its
property at all times, including through the use of Isamputer resources, and from posting
written materials or distributing literature on Ingeoperty.

Definitions
“Distribution of Literaturemeans directly or indirectly giving or attempting to give (including

leaving such material in a place where it may be picked up) any written or printed material that is
not necessary to perform work assigned by .Insa
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“Insa Property’'means all property (other than computers and computer systems) and premises
owned, occupied or leased by Insaany of its affiliates, subsidiaries or divisions.

“Solicitation,”for purposes related to this policy, means the act of requesting, persuading,
asking, urging, pleadingr, otherwise communicating with by any means in an attempt to
persuade anothergrson to accept anything (such as a product, service, doctrine, or
organization).

“Working Tim&means he time during which Insaxpects any employee to be engaged in
productive activities for the Compari/orking time does not include breaks, meal periods or
the time immediately before and after work.

“Working Aredsmeans anynsaproperty, except rest rooms, break rooms, cafeterias, hallways
or parking lots or other areas where work is not performed.

CHAPTER-JPAY AND BENEFITS I

3.00 — PAYROLL AND DEDUCTIONS

Insa’s pay cycle runs from Monday to Sunday on a biweekly pay lechaiichecks are issued
on FridaysAllemployeesnust usedirect deposit through a bank account or a pay card option.
Direct deposit information can be submitted or updated through the payroll software by the
employee. Each new hire is introdudbd payrollsystem during their New Hire Orientation with
Human Resources.

Insa is required by law to make certain deductions from employeesapaypay period. This
includes income and unemployment taxes, Federal Insurance Contributions Act (FICA)
contributions (Social Security and Medicare), and any other deductions required under law or by
court order for wage garnishments. The amount of employee tax deductions will depend on
their earnings and the number of exemptions they list on your federal Fednand/applicable

state withholding form. Employees may also authorize voluntary deductions from their
paychecks, including contributions for insurance premiums, retirement plans, spending
accounts, or other services. Their deductions will be reflected invthge statements.

TheCompanywill not make deductions froemployees’ pay that are prohibited by federal,

state, or local law. Employees must authorize all deductions related to overpaymemts®in
writing. If employees have any questions about deductions from their pay, they should contact
the Payroll team through the staspecific email addresEmployees will be reimbursed in full

for any isolated, inadvertent, or improper deductions, as defined by law.
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Insa provides reporting time pay to nonexempt employees in accordance with applicable law. If
employees are scheduled to work three or more hours, they will be paid for at least three hours
of work each day they report to work on time but are given no work or less than three hours of
work. Employees will be paid their regular rate for the hours worked, plus payment at the
minimum wage for applicable reporting time pay, not to exceed three hours.

It is the policy of Insa to establish and administer payroll processesanrer that is fully

compliant with both federal and state wage and hour regulations relative to the payment of
exempt employee salaries. In connection with these practices and administrative processes, Insa
will make every reasonable effort to ensure timaproper reductions in exempgalaried

employee compensation do not occur. If an exersgiaried employee of Insa believes that an
erroneous reduction in their salary has occurred, the employee is asked to promptly notify
Human Resources of their concern. It will be the responsibility of the Human Resources to
research the payroll processiogncern and respond to the employee as to their findings upon
the completion of the investigation.itfis confirmed that an erroneous reduction in salary has
occurred, any payment due to the employee will be promptly issued and, whenever possible,
thiswill happen within one payroll cycle following confirmation that an error has occurred. It is
also the responsibility of the Human Resources to identify the underlying cause of the reported
error and take all reasonable steps to ensure corrective actimplismented to avoid the

repetition of further mistakes of a similar nature.

3.01 — INTRODUCTORY & TRAINING PERIOD

Every new employee goes through an initial period of adjustment in order to learn about Insa
and your job. During this time, you will hareopportunity to find out if you are suited to your

new position. Additionally, this period gives your manager an opportunity to evaluate your
performance. The initial introductory period is typically 90 days from your start date, although
Insa reserves the right to adjust the length of this introductory period depending on the nature
of your position or other circumstances. During this time, your employment may be separated at
any time if management concludes that you are not progressing or perfornisfgcarily. In
addition, successful completion of the introductory period does not guarantee continued
employment. Even after the introductory period, and always during your employment with Insa,
employment is not for any specific time and may be tertathat will, with or without cause

and without prior notice.
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3.02 - EMPLOYMENT AUTHORIZATROMICY

New hires will be required to complete Section 1 of federal F@rnolater than the first day of
paid employment and must present acceptable documents authorized by the U.S. Citizenship
and Immigration Services proving identity and employment authorization no later than the third
business day following the start of employment with the Company.

If employees are authorized to work in this country faméteéd period of time, they will be
required to submit proof of renewed employment eligibility prior to expiration of that period to
remain employed by the Company.

3.03 - EMPLOYMENT VERIFICATRINLICY

Prospective employers, financial institutions and residential property managers routinely contact
employers, including Insa, for information on a former or current employee’s work history and
salary.

All such requests of this type must be referred to and handled by Human Resources. No other
employees of the Company are authorized to complete employment verification requests. Any
employees who receive such requests should direct the requester to reatth o
hr@myinsa.com.

Responses to written requests for verification of employment will be made on the form provided
only when the request is accompanied by a former or current employee’s signed authorization
to releasesuch information.

It is Insa’s policy to release the following information:

X Whether the individual is currently employed

X The employee’s current or most recent former job title

X Beginning and ending dates of employment, if applicable
x Wage information, if guested

Insa does not release performanedated information but may answer whether or not the
Company would rehire a former employee, if such information is requested.
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3.04 — MEAL & REST BREAKS

Purpose
The purpose of this policy is to apply clear guidelines to when and how breaks are taken
throughout an employee’s workday.

Scope
This policy applies to all Insa employees

Meal Breaks

All Insa employees who are scheduled to work for a period of 6 or more hours will be offered a
30-minute, unpaid meal breaknsa employees who work for a period of 10 or more hours will

be offered an additional 3thinute unpaid meal break.

All meal breaks are mandatory and must be taken at their scheduled times. Employees may
change the time of their meal break if aatlzed by their supervisor. Meal break times are
generally offered at the midway point during an employskift butmay be adjusted from time
to time based on the needs of the business.

Rest Breaks

Additional paid rest breaks (no more than two) may hedaled during an employee’s shift.

Due to the nature of the business and need to maintain a secure environment, employees are
not permitted to leave the building during these breaks. Due to theptastd and unpredictable
nature of the Rtail departmentyest breaks are not scheduled. However, employees are
encouraged to request to step affe floor to attend to various needs such as bathroom breaks
or water breaks.

Insa employees may request additional breaks or modified sched@esamsmodations for

medical conditions in accordance with Insa’s Americans with Disabilities Act Policy by reaching
out to Human Resources.
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3.05—- HOLIDA%

Purpose
The purpose of this policy is to outline the holiday schedule and how employees will be
compensated for holidaydepending on their state, department, and classification.

Scope
This policy applies to all Insa employees.

Company Holidays
Allnon-Retaildepartments and locations are closed on the following holidays:

New Year’s Day
Memorial Day
Independence Day
Labor Day
Thanksgiving Day
Christmas

X X X X X X

AllRetal locations are closed on the following holidays:

x Thanksgiving
x Christmas

Payment

Allemployees are eligible to receive holiday pay after passing their new hire waiting period (90
days of employment). For fdiine employees, holiday pay is offered at an employee’s regular
hourly rate for an $our workday. For patime employees, holiday pay is offered at an
employee’s regular hourly rate for endur workday.

Observed Days

Some holidays are observed on different days each year. If a holiday falls on a weekend, the
holiday will either be observed on the Friday before (for a Saturdagyotdthe Monday after
(for a Sunday holiday).

Human Resources will release a schedule of all company holidays and observed days prior to
January % of each calendar year.

Floating Holiday
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All employees will be given one additional floating holidéyeabeginning of each calendar

year. For new hires, the floating holiday is available for use after 90 days of employment. For full
time employees, holiday pay is offered at an employee’s regular hourly rate féroamn 8

workday. For paftime employees, holiday pay is offered at an employee’s regular hourly rate

for a 4hour workday.

Use & Approval

Employees may use their floating holiday for a religious or cultural holiday, their own birthday,
anniversary, or other state or federal holiday.

Employees must submit a time off request through Insa’s payroll system and must specify the
event for which they are requesting to use their floating holiday. Requests are subject to
supervisor approval, and employees must adhere to the Insa Attendance Policy ¥achtien
Blackout Periods when requesting to use this time.

Holidaysanay not be carried over to the next calendar year, and iy not be cashed out if
unusedHolidays ar@ot paid out upon termination of employment.

EssentiaPersonnel

While departments may be closed holidays, some employees will be asked to work a limited
schedule to fulfill certain continuous operation requirements, including plant watering or
security.These employees are defined as “Essential Perscenmavill recave their holiday pay

in addition to payment for all hours worked, including premium pay on those hours if applicable.

Premium Pay
All Retail employees afmt Essential Personnel will receive time and a half (1.5x an employee’s
regular hourly rate) for all hours worked on the Company holidays below

New Year’s Day
Memorial Day
Independence Day
Labor Day
Thanksgiving
Christmas

Massachusetts Only

Work on theabove holidayslays remains voluntary for Retailoluntariness” means that
employees will not be required by Insa to workthese holidays and may not be disciplined or
retaliated against for refusal to work on these days
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A 2018 law made changes to the statemium pay rates for certain holidays. In 2022, the
premium pay rate for the holidays below will be 1.1x an employee’s regular hourly rate. In 2022,
all Retail employees afat Essential Personnel will receive 1.1x their regular hourly rate for all
hours worked on the holidays below.2023, the premium pay will be eliminated for these
holidays.

Juneteenth Independence Day
Columbus Day
Veterans Day

3.06 — EMPLOYMENT CATEGORIES

A“Fulltime” employee is regularly scheduled to work at le@t@urs per week.
A“Parttime” employee is regularly scheduled to work less tiahdirs per week.

Most Insa positions are fultne, with 4Ghour per week work scheduleSome departments
may allow for partime schedules in accordance with the operatioreds of the business.
Employees who are offered ftilne positions are expected to fulfill their-h@ur work week,
with certain exceptionsuch as time ofr becausef anaccommodatiorarranged through
Human Resource$he30-hour thresholdsibove are for the purposes of compliance with the
Affordable Care Act.

“Nonexempt”’employees are entitled to an hourly minimum wage set by the state.-A non
exempt employee who works more than 40 hours in one work week is entitled to overtime pay
at one and a half times their regular rate, in accordance with the Fair Labor Standards Act (FLSA).

“Exempt”professional, managerial, or administrative employees are paid a weekly minimum
salary and are exempt froovertime under thé&LSAThese employees must meet all the duties
and responsibilities under the Act in order to qualify for an exemption. Employment status will
be determined by Human Resources.

3.07 — TRAVEL AND EXPENSE REIMBURSEMENT

Purpose

Insa recognizes that its employees incur various types of expenses as they perform tasks and
duties which support the operations of the Compang further its mission. This policy is to

ensure that employees whncur valid business expenses are reimbursed in a fair and equitable
manner; that business expenses are reported, recorded, and reimbursed in a consistent manner
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throughout the Company; and that Insa complies with all applicable federal and state
regulations.

Scope
This policy applies to all employees who incur approved expenses in service of the Company.

Procedures

All requests for reimbursements, other than mileage, are required to haveampanying
receipt. Receipts can be submitted using an Expeesabursement Form, which is provided by
the Finance department.

All travel expense reports must be submitted by the 5th calendar day of the month following the
month that the expenses were incurred. Should the report not be submitted by the provided
deadine, reimbursement will not be issued until the following month. Reimbursement will not

be issued for expenses submitted beyond 90 days from the date they have been incurred. End of
year expenses must be submitted no later than Januabgf3he followng calendar year.

Mileage

Insa reimburses employees for mileage when using their own vehicles, for approved business
related reasons, and in accordance with thedR&oved rate per mile, which is assessed
annually.

Employees will not be reimbursed foethcommute to their Insa Home Location from their
homes, or from Insa Home Locations to their homes.

Employees will be reimbursed for travel once their scheduled wollatags, less their normal
daily commute distance, to other sites and locations fdachwivork has been assigned.

Reimbursement will be in the form of a rate per mile. This rate is calculated starting from the
Insa site employee is scheduled to work at that day and ending at other sites in which they
perform work.

Gas
Insa will not reimbilge employees for gas purchases. The IRS standard mileage rate is calculated
to include the cost of gas as well as wear and tear on a vehicle.

Air Transportation

Coach class or any discounted class airfare should be used in the interest of economy, but
employeesmay select the airline of their choice and select the most convenient flight time. All
airfare purchases must be authorized in advance. Insa will cover the cost of up to 1 checked bag,
1 carryon bag, (if incurring a charge) and associated airline fees. An exception to this rule is if an
employee is asked to bring additional equipment for work purposes.
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Rental Cars
Insa will reimburse employees for the cost of a rental vehicle, including gas. Employees must
save all gas receipts teceive reimbursement.

Employees may NOT purchase supplemental rental car insurance beyond what is required by the
rental Company, as gndamages are covered under Insa’s liability policy.

Overnight Business Travel

Hotel accommodation will be offered for business travel depending on distance, event timing,
and number of days attending. Insa will reimburse employees for necessary amabéaso
overnight accommodation; therefore, it is the employee’s responsibility to source
accommodation that is both convenient and cost sensitive.

Parking / Tolls

Parking and toll expenses, including charges for hotel parking, that are incurred by employees
traveling for Insa business will be reimbursed. The costs of parking tickets, fines, car washes,
valet service, etc., are the responsibility of the employee and will not be reimbursed.

Business Meals

Employees attending events, conferences, trainings, or networking opportunities on behalf of
Insa will be reimbursed for the amount that thegurfor the cost of a meal. Employees may be
reimbursed up to a total of these amounts for the following meals:

X $15.00 per day for breakfast
x $20.00 per day for lunch
x $25.00 per day for dinner

Reimbursements are not offered for alcoholic beverages, unless in special circumstances
authorized by the Executive Team, such as Congmigl events. Itemized receipts are
required for all meal reimbursements.

Entertairment
Insa will not reimburse for entertainment expenses, including, but not limited to movies, theatre
tickets, and club entry fees.

Special Circumstances

Occasionally, managers or executives may be asked to meet with and/or entertain investors,
vendors, o other business contacts. In this case, those employees should reference Insa’s
CompanyCredit Card policy.
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Traveling Positions

Some Insa positions, such as sales positions, may require regular travel. In this case, an
employee’s home is considered thigisa Home Location, and as such, any mileage
reimbursement is calculated to and from this site.

Compensation for Travel
Employees will be compensated for travel time in accordance with applicable state and federal
laws.

3.08 - EMPLOYERBURCHASES & DISCOUNTS

Insa offers generous employee discount whenever possible, in accordance with applicable
state and federal law&mployee discount information is provided during New Hire Orientation.

The employeeidcountisintended for personatonsumpton only and not for resal&mployees
must be cognizant of and ensure they follow all state cannabis regulations.

Insa reserves the right to exclude items from the employee discount program and to place limits
on the application of the discount $&d on availability.

Insa employees may not cut lines or receive preferential treatment when making medical and/or
recreational retail purchases. When making a personal purchase on a workday, employees must:

1. Order in advance online while off the clock, péwle on their meal break or at the end
of their shift, and store their purchase in their personal vehicle,
2. Wait in the regular retail line at the end of their shift

Employeesnay not keep purchased products in the building.

Employees who are making purchases on a scheduled day off must follow the same procedures
as a regular patron.

All Insa employees must be patient and professional when waiting or being served as additional
steps for employee purchases must be taken to ensure compliancyEmpurchases may

only be facilitated by a member of the Retail leadership team. Facilitation by associates is strictly
prohibited.

Any abuse of this policy may result in the application of Insa’s Progressive Discipline Policy
and/or discount privileges being rescinded.
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3.09 — BENEFITS PACKAGE

Insaoffers a generous Compaspensored benefits package. A genekarview of all plan
options is given during New Hire Orientation.

The types of employee benefits offered by Itisa,eligibility requirements for those benefit
programs, and/or any applicable waiting period may change fromttiriime. An electronic

copy of Insa’s current Benefit Guide and other important plan documents are available in the
Company’s payroll system and electronic benefits enrollment platfesmadditional
informationor assistance witmsa’semployee benefits programs, please contact Human
Resources

3.10 - COBRA

The Consolidated Omnibus Budget Redmtion Act (COBRA) provides the opportunity for

eligible Insa employees and their beneficiaries to continue health insurance coverage under the
Companyhealth plan when a "qualifying event" could result in the loss of eligibility. Qualifying
events include resignation, termination of employment, death of an employee, reduction in
hours, a leave of absence, divorce or legal separation, entittement te&iedor where a
dependent child no longer meets eligibility requirements.

Employees may contact Human Resources to learn more about their COBRA rights.
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I CHAPTER-SAFETY & COMPLIANCE I

Safety and compliance are of paramount importance for all Insa operations. Employees are
encouraged to familiarize themselves with this section and reach out to their supervisor, Human
Resource€HS Manager or the Compliance team with any questions. This section may change
frequently in response to regulatory developments. Any changes to compliance policies and
proceduresnaybe communicated to employees in writing, verbilgepartment meetings,

andor through training modules if applicable.

4.00 - RESTRICTED ACCENSD VISITOR PROCEDURES

Depending on statspecific cannabis regulations, Insa facilities and/or specific work areas may
be restricted from access to visitpos the regulations may stipulate that those visitors must be
escorted.Insaemployees may be restrictétbbm accessing certain areas based on their state
and license typdnsa employeeare reponsible fobeing aware of theseestrictions and can

refer to their state’s Restricted Access Pdbicythe appropriate procedures.

4.01 — INSA SAFETY AND EMERGENCY PROCEDURES MANUAL

Each Insa location has a Safety and Emergency Procedures Manual, which is updated on an
annual basis by the Asset Protection and Compliance teams. This manual contains emergency
and evacuation procedures and describes Insa’s internal alert system. The Safety and Emergency
Procedures manual is covered during an employee’s New Hire Orientation with Asset Rrotectio

4.02 — CLEAR BAG POLICY

All Insa employees, when entering a Limited Access Area, must carry their belongings in a clear
bag. Employees may keep sensitive personakiseich as medication inside a small opaque bag
within their clear bag.

4.03 VIDEO BMERAS

Given applicable regulatory requirements and to enhance patient, customer, and employee safety,
video cameras are positioned at several locations inside of our operations and dispensaries. Cameras
are not located within restrooms. These video caas@re monitored intermittently by both Insa

and various regulatory agencies and provide recorded video surveillance. All employees understand
that their actions may be monitored and/or recorded by these cameras.
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4.04 INSPECTION OF PERSONAL AND COMPARIPERTY

Under certain circumstances, Insa also reserves the right to inspect your personal property (e.g.,
toolboxes, lunch boxes, purses, briefcases) during the workday and/or as you leave the Insa
worksites This policy also applies to any employee engaged in Insa’s operations, whether or not in
the office, along with packages or other items that the employee may be carrying. Refusal to allow
inspection may lead to disciplinary action, up to and including the separation of employment.

4.05 - BACKGROUND CHEERLICY

All Insa employees are subject to a background check as a condition of employment, in
accordance with applicable state and federal laws. Depending on the state in which an employee
works, background checks may be conducted upon hire and/or annually.

Recordkeeping

Human Resources is responsible for conducting background checks and maintaining all related
records in accordance with Insatandard operation proceduresd in compliance with all
applicable state and federal lawsccess to such recordsconfidentia] and access to the
information is limited to those individuals who have a “need to knmsd also reserves the

right to provide relevant information to owif-state agencies for the express purpose of

obtaining licenses in those states, in compliance with the applicable state licensing laws and
regulations of those states, and witbnsent to such dissemination if applicable

Internal Review

If the results of the background check reveal information that may affect employment, the
Company, prior to initiating any adverse employment action, will inform the applicant or
employee of the informatioso that they can verify accurag@rovidethem wih all applicable
documentation related to their righteind may request additional information regarding the
circumstances in accordance with applicable laws.

Insa will review the circumstances surrounding the offenses and will take factors into
consideation when determining a course of action, including the nature of the circumstances,
the time since the offense and the age of the individual at the time, the relationship to the work
performed,and evidence of rehabilitation. In certain circumstancesgtverning entity of the

state may supersede Insa’s authority to make an employment decision. Insa will inform all
employees and candidates of any adverse hiring decisions in writing.
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4.06 —- WORKERS’ COMPENSATI®OSAFETY

Workers' compensation is a fiadlt system designed to provide benefits to all employees for
work+elated injuries. Workers' compensation insurance coverage is paid for by employers and
governed by state law. The workers' compensation system provides/@&rage of medical
treatment and expenses, occupational disability leave, and rehabilitation services, as well as
payment for lost wages due to work related injuries. If employees are injured on the job while
working at Insa, no matter how slightly, treeg responsible for reporting thacident

immediately to their supervis@nd compleingan incident report. Consistent with applicable
state law, failure to report an injury within a reasonable period of time could jeopardize their
claim for benefits.

Enployeesmaybe required to submit a medical release before returning to \@ockmust
communicate with Human Resourceiman Resources is responsiblestdymitting and
managing all worker’'s compensation claims.

Insaencourages employees to utilize thafety concern/suggestion reporting system to report
anyunsafe condition or practice or to provide a safety suggestion. Employees may obtain this
form from their supervisorAll forms will be reviewed by the manager and the Director of
Environmental Health & Safatyorder to formulate an action plahapplicable

4.07 — WORKPLACE VIOLENCE PREVENTION

Purpose

Insa is concerned about the wb#ing and personal safety of its employees and anyone doing
business with the Company. Acts of or threats of violence, whether clearly expressed or implied
toward individuals in the workplace, are prohibited and will ndblexated. This policy defines
prohibited conduct and general procedures and potential responsive steps in the unfortunate
event that workplace violence occurs despite these preventive measures.

Scope

This policy applies to everyone employed by Insditiddally, we do not tolerate violence

against employees by n@mployees, (e.g. guests, vendors, or customers) nor do we tolerate
violence against neamployees by employees. This policy applies to conduct at an employee’s
normal worksite, at office paets, offsite meetings, and other worklated events.

Furthermore, threats of violence between employees that occurs via text messages, video,
voicemail, email, social media, graphics, downloaded material, websites, or other forms of digital
communication is in violation of this policy.

Definitions
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Workplace violence is any conduct that is severe, offensive or intimidating enough to make an
individual reasonably fear for their personal safety or the safety of family, friends or property.
Examples of catuct that may be considered an act of or threat of violence under this policy
include, but are not limited to:

x Fighting or “horseplay,” which causes physical injury to another person or other conduct
that may be dangerous to others

X Aggressive or hostile behavior that creates a reasonable fear of injury to another person
or subjects another person to emotional distress

x Conduct that threatens, intimidates or coerces another employee, customer, vendor, etc.
in a manner that would make the individual feel unsafe

x Use of Insa resources to threaten, stalk or harass anyone at or outside the workplace
Intentionally damaging employer property or property of another employee, customer,
vendor, etc.

X Possession of a weapon while on Comganperty or while on Comparbusiness.
Weapons may include, but not be limited to any firearm, loaded or unloaded, assembled
or disassembled, including pellet, "BB" and stun guns; knives (and other similar
instruments) other than small utility knives present in the workplace for approved work
purposes or for the specific purpose of food preparation and service; any-bisitich
knife; brass knuckles, metal knuckles, and similar weapons; bowshawssand arrows;
explosives and explosive devices, including fireworks, ammunition and/or incendiary
devices; throwing stars, ntohucks, clubs, saps, and any other item commonly used as,
or primarily intended for use as a weapon; selfense chemical sprays (mace, pepper
spray) in canisters or containers larger than two ounces; any objeécttabdeen
modified to serve as, or has been employed as, a dangerous weapon.

Indirect or direct threats of violence, incidents of actual violence, and suspicious individuals or
activities should be reported as soon as possible to an employee’s sup&#isarreporting a
threat or incident of violence, the employee should be as specific and detailed as possible.
Employees should not place themselves in peril, nor should they attempt to intercede during an
incident.

Investigations and Enforcement

Insa wil promptly and thoroughly investigate all reports of threats of violence or incidents of
actual violence and of suspicious individuals or activities. The identity of the individual making a
report will be protected as much as possible. Insa will notattadgainst employees making
goodaith reports of violence, threats, or suspicious individuals or activities. To maintain
workplace safety and the integrity of its investigation, Insa may suspend employees suspected of
workplace violence or threats of ieace, either with or without pay, pending investigation.
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Anyone found to be responsible for threats of or actual violence or other conduct that is in
violation of these guidelines will be subject to prompt disciplinary action, up to and including
terminaion of employment.

4.08 — WHISTLEBLOWER PROTECTIONS

For the purposes of this policy;whistleblower”is an employee of Insa who reports an activity
that they consider to be illegal or dishonest to one or more of the parties specified in this policy.
The whistleblower is not responsible for investigating the activity or for determining fault or
correctivemeasures; appropriate management officials are charged with these responsibilities.

Examples of illegal or dishonest activities include:
1. Violations of federal, stater local laws
2. Billing for services not performed or for goods not delivered
3. Other fraudulent financial reporting.

If an employee has knowledge of or a concern of illegal or dishonest fraudulent activity, they
should contact their immediate supervisBiluman Resourcesr the Compliance Department.
The employee must exercise sound judgment to avoid basallegations. An employee who
intentionally files a false report of wrongdoing may be subject to discipline up to and including
termination.

Whistleblower protections are provided in two important areasrfidentiality, and against
retaliation. Insofar as possible, the confidentiality of the whistleblower will be maintained.
However, identity may have to be disclosed in order to conduct a thorough investigation, to
comply with the law and to provide accused individuals their legal rights of defense.

TheCompanywill not retaliate against a whistleblower. This includes, but is not limited to,
protection from retaliation in the form of an adverse employment action such as termination,
compensation decreases, poor work assignments, or threats of phaicalAny whistleblower

who believes they are being retaliated against must contact Human Resources immediately. The
right of a whistleblower for protection against retaliation does not include immunity for any
personal wrongdoing that is alleged and investigated.

Human Resources and Compliance are responsible for investigating and coordinating corrective
action. Employees with any questions regarding this policy should contact Human Resources
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4.09 — INCLEMENT WEATHER

Unless there ia state of emergency, all Insa locations will be open during inclement weather.
On occasion, Insa locations may open late or close early.

Insa will communicate any closures, late opens, or early closes via Camaalnyll employees
will be notified no later than 2 hosibefore the start of their scheduled shift.

Insa takes the safety of our employees very seriously, and will not penalize employees who are
tardy, leave early, or choose to call out due to inclement weather. Retail employees who live
within a 5 to 1@mileradius will be asked to volunteer as designated inclement weather workers
to offer coverage for those who live further away.

4.10 — DISTRACTED DRIVING POLICY

Insa is committed to maintaining a safe, headthg efficient working environment for our
employees. Thiextends to travelingvhile on Companybusiness. Distracted driving is a serious
safety risk, not only to the driver, but also to other occupants in the vehicle, other vehicles on
the road andto pedestrians.

In order to reduce the risks associated with distracted driving, certain conduct is prohibited while
driving a Compangwned motor vehicle or while driving a personal vehicle whil@anpany
business, including:

1. Using cell phones (not inclind Bluetooth
2. Operating laptops, tableter other personal mobile devices
3. Reading maps or any type of document, whefirarted or electronic

Drivers must pull over safely to the side of the road or another safe location before checking
messages, returng calls, text messaging, emailing, reading maps for directions, or
programming/resetting GPS devices.

A violation of this policsnaysubject the employee to disciplinary actiap to and including
terminationof employment
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I CHAPTER-TIME AWAY FROM WORK I

Insa appreciates the value of time away from worksdrides to provide generous options for all
employees. This policy describes the details of different kinds of time offapdidnpaid, and

how they interact and intersect. We encourage employees to contact Human Resources if they
have any questions or concerns about the information outlined below.

5.00 - SICK TIME

Eligibility

All Insa employees are eligible for sick time and will receive a balance of 40 hours as a deposit
into their bank on January'df each calendar year, unless they are in their first 90 days of
employment, in which case they will receive a deposit in accordance with the schedule below.
Employeesreeligible to begin using sick tiroa their 99" day of employment.

Month of Month of Month of
Hire Hours Earnec Hire Hours Earnec Hire Hours Earnec
January 40 May 40 September 20
February 40 June 35 October N/A
March 40 July 30 November N/A
April 40 August 25 December N/A
Rollover

Sick time does not roll ovat the end of the year and a new bank of sick tisreavardedat the
beginning okach calendar year

Rehires

An employee who leaves and then returns to employment with Insa will be eligible to use their
previously earned sick timgon completion of their new hire waiting period after rehir

provided that they have been gone for less than 12 months.

Use of SicKkime
An employee is eligible to use their sick time for:

1. The care of their child, spouse, parent, or parent of a spouse who is suffering from an
illness or injury that requires home care, professional medical care, or preventative
medical care

2. Thecare of their own physical or mental illness, injury, or medical condition that requires
home care, professional medical care, or preventative medical care

3. The attendance of a routine medical appointment for themselves, their child, spouse,
parent, or parent of spouse
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4. To address the psychological, physical, or legal effects of domestic violence; or
5. For travel to and from an appointment, a pharmacy, or other location related to the
purpose for which the time was taken.

The smallest amount of total sick timeéonexempt employee may use is one (1) hour. For any
time taken that exceeds one hour, sick time will be applied in accordance with the smallest
increment of time our payroll software tracks (1 minute).

Exempt employees may use availablefsiciualifying fulday absences. For the purposes of
this policy, @empt employees will be assumed to work 40 hours per week, fatidday is
assumed to be 8 hourms 10 hours, depending on whether that employee works a 4day5
schedule.

Insa will not payut sick time upon termination of employment.

Notification

If an employee needs to be absent, to be late or to leave work farfyurposes that are

permissible under the policy, the employee must give advance notice to their supervisor, except
in an emergency. Employees must email their supervisor to call out and put in a request through
the payroll systenfor application of available sick tirrigisclosure of the medical diagmoer

the specific nature of the iliness is not required.

With the exception of emergent or unforeseeable circumstances (e.g., immediate iliness or
vehicle accidents) employees are required to provide at least 7 days’ notice to use sick time

If the absence is foreseeable (for example, if the employee will be absent to attend a previously
scheduled appointment), the employee must provide up to seven (7) days’ advance notice,
unless the employee learns of the need to use sickwitien a shorter periodfatime. If the

absence is not foreseeable, the employee must provide notice to their supervisor at least 2
hours before the start of the employee’s shift. If 2 hours’ notice is not reasonable due to an
accident or sudden illness, notice must be providesbas as practicable. If an employee is

going to be absent on multiple days, the employee or the employee’s surrogate (e.g., spouse,
adult family member or other responsible party) must provide notice of the expected duration of
the leave or, if unknown rpvide notice of continuing absence on a daily basis, to both their
supervisor and Human Resources, unless the circumstances make such notice unreasonable.

Documentation
Written documentation for the need to use sick timay be requested as verification when:

1. The employee has been out for more than 3 consecutively scheduled workdays

2. The absence using sick time occurs within 2 weeks prior to the employee’s final
scheduled day of work prior to terminatioor

3. An employee has reached 4 unforeseeable and unverified absences wimore3
period.
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Written documentation that may be required can include:
1. Signed documentation from a medical healthcare provider
2. A signed form from the employee in the event they are not covered under health
insurance

All documentation should be submitted directly to Human Resources to ensure confidentiality.

Absent good cause, employees must submit requested documentation within 7 days of taking
sick time Should an employee fail to provide requested documtén within the Zday period,

Insa reserves the right to deduct the amount of sick time paid from the next payroll as
overpayment.

Discipline

Usage of sick timir qualifying reasons under this policy is voluntary and employees may use
their sick timefor qualified purposes without repercussions from Insa. In the event the employee
exhausts their available 40 hourssafk timeduring a benefit year, if they do not elect to use the
time for a qualified purpose, or if their absence is not covered under the qualified purposes
within this policy, the Insa Attendance Policy will take effect.

Employees may not use sick tiththey are not scheduled to be at workrohg the period of

use. An employee may not accept a specific shift assignment with the intention of calling out sick
for all or part of that shift. Sick time cannot be used as an excuse to be late for work without an
authorized purposeShould an employemaintain a pattern of using sick time on days just

before or after a weekend, vacation, or holiday, without appropriate verification, Insa may
discipline for misuse of sick time.

5.01 — VACATION

Vacations acrued in a separateank of hours from sick time. All scheduled vacations are
subject to supervisory approval.

Eligibility
New employees begin accruing vacatiortheir first day of hire and are able to stagingit
after 90 day of enployment

The rate at which aemployee accrugvacation time is based on thevel of thei positionand
their years of servic€The level of a position is determined by the job description, see appendix
for list of job/ levels). Thegear of service is measuradr the employee’s first day of work

Vacatiomaccrues each biweekly pay period and is deposited into an employee’s vhaatiam
pay day (FridaylEmployees may check their vacation balance through Insa’s payroll system and
it is also printed on thebiweekly pay stubs.
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Weeks/Year and Accrual Rate/Hour
Year_s of Level 1 Level 2 Level 3 Level 4 Level 5
Service
<1 year 1 week 1.5weeks| 2 weeks 3 weeks 4 weeks
1-3years | 1.5weeks| 2weeks | 2.5weeks| 3.5weeks| 4.5 weeks
3-5years | 2weeks | 2.5weeks| 3 weeks 4 weeks 5 weeks
5+years | 25weeks| 3weeks | 3.5weeks| 4.5weeks| 5.5 weeks

Levels

Employees who have questions about their accrual level should reach out to Human Resources.
Most associate positions are in Level 1. Most lead positions are in Level 2. Level 3 includes
management positions and Level 5 includes more senior management such as Directers and C
Suite.

*The amounts earned above are based on an assumed 40 hours worked p&mpekees

who work less than 40 hours per week will accrue less time over the course of a year but will still
accrue at the same rate as the chart above. Employees who work more than 40 hours per week
will accrue more time over the course of a year bustiilaccrue at the same rate as the chart
above. For the purposes of this policy, exempt employees are assumed to wookiawidk

week.

Rollover

On an employee’s anniversary date (1 year from their first day of employment), any employee
with an unuged balance of vacatiamay carry over up to one week (40 hours) of vacdtmm

the previous benefit year.

Use ofVacation

Employees must use the time off request and callout procedures outlined in the Insa Attendance
Policy below. Supervisors will make every effort to accommodate planned absences whenever
possible. However, operational needs may prevent a supervisor frotingrat requests.

Requests will be granted on a ficstme, firstserved basis. Failing to request time off within the
required timeframg7 days’ noticeinay result in the request being denied.

Nonexempt employees may elect to use any available vadatigmanned and unplanned
absences, tardiness, and leaving early. The smallest amount of total vacatieexempt
employee may use is one (1) hour. For any time taken that exceeds one hour, waitldi®n
applied in accordance with the smallestr@ment of time our payroll software tracks (1 minute).

Exempt employees may use available vacétioqualifying fulday absences. Exempt

employees do not need to use vacation for days in which they perform work. For the purposes of
this policy, a full day is assumed to be 8 houfd hours, depending on whether that employee
works a 4 or #lay schedule.
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Vacationis paid at the employee's regular hourly rate or salary. Employees who use wadhtion
be paid according to their normal ratemployees who receive different pay rates for hourly
work will be compensated at the rate they would have been paid for the hours they were absent.

VacatiorBlackoutPeriods

VacationBlackout Periods occur during certain higfume times of year. During a Blaat

Period, only a very limited number of employees within the same department will be approved
to take vacatiorior a reason other than a qualified reason under applicable state or federal laws.
Insa will provide employees with modified or additional Blackout Periods, as business needs
require, as soon as possible. In the event that a new license begins operations, Insa will inform
employees of the opening date as soon as possible.

All Departments
First four (4) weeks after beginning operations under a new license.

RetailBlackout Dates
4/14-4/21

717-7/11

10/14-10/31 (Salem only)
11/21-11/27
12/19-12/26

12/29-1/1

Interaction with Other Leave Types
Employees may choose to appigk timeand/or vacationin lieu of taking unpaid leave taken
under other applicable Insa policies as well as under local, state or federal laws

Vacation accras based on hours workedaly. Employees who are out of work on a leave of
absence will not continue taccruevacation

Vacation at Termination

All earned, unused vacation is paid out upon termination of employment. Payment of accrued,
unusedvacationwill be paid on the next normal Companigde payday following an employee’s
last day in the event an employee voluntarily resignd onthe final day of employment if Insa
terminates an employee involuntarily
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5.02 — INSA ATTENDANCE POLICY

Regular attendance and punctuality are essential for the smooth operation of the Company.
Employees are expected to report to work on time for all hours scheduled and to work up to the
end of their shift. Insa understands that all employees lead busydivesve strive to provide a
reasonable work/life balance. We consider the following policy to be fair and equitable for all
employees.

Definitions

Absencethe failure of an employee to report for work when the employee is scheduled to work.

Excused BsenceAn absence is excused when an employee provides a written (via email and
the payrollportal) time off request to their supervisor, at least 7 days in advance of the time
taken, and the supervisor approves the request. Retail employees should giuelanotice as
possible due to the fact that the department schedule is released several weeks in advance.

Supervisors will make every effort to accommodate planned absences whenever possible.
However, operational needs may prevent a supervisor from granting all requests in the event
that multiple employees plan to be absent. Requests will be granted on@finst-firstserved
basis.

Unexcused AbsencEnexcused absences occur when an employee fails to request time off in
advance and is not present for work when scheduled, unless using sick time in accordance with
the policy or taking other leave under applicable laws.

Unexcused absences, unless covered under applicable law, will be considered one (1)
Occurrence. A second day of unexcused absence is considered a second Occurrence, and so on.
If, however, a physician releases the employee from work in writing and the employee has
insufficientsick timeto cover the absence, the entire time of absence is only counted as one (1)
Occurrence. Unexcused tardiness or unplanned early departure will be considered one half (1/2)
Occurrence.

Based on the number of Occurrences in a calendar year, and subject to the provisions above, an
employeemaybe subject to disciplinary action under the following guidelines:

Three (3) Occurrences may result in a documented discussion

Four (4) Occurrazes may result in an initial written warning

Five (5) Occurrences may result in a secondary/final written warning
Six (6) Occurrences may result in termination of employment

X X X X

Failure to report one’s absence within the above guidelines will be regardenh amlyno
show
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No call/no show

A no call/no show occurs when an employee does not report to work and does not notify the
supervisor of their absence within the required timeframes within this policy. Due to the
extreme burden that a no call/no show can pose to the Company, its dagigdhocess is as
follows:

The first instance of a no call/no show may resultfinadwritten warning

The second, separate instance may result in termination of employment with no additional
disciplinary steps.

If an employee has already begun tlgcibline process for attendance when a no call/no show
occurs, the disciplinary process may be accelerated to the final step: termination.

Any employee who fails to call in and/or report to work for two (2) consecutively scheduled work
days and is unrelable isvoluntarilyresigning and terminating their employment, except in
certaincases falling under Insa’s sick time palicgther applicable law.

Tardiness & Early Departure

Tardiness occurs when an employee is not present and ready to begin working at their
workstation at their scheduled time. Tardiness also occurs when an employee leaves work
before the end of their scheduled shift unexpectedly (early departure).

If an employee arrives late or leaves early, they may delay or disrupt schedules that have been
carefully prepared to help the Compamy smoothly. Tardiness or early departure may result in
the employee receiving one half (1/2) Occurrence in accordance with the chart above.

Excessive unexcused absences, tardiness, or early departure during an employee’s initial 90 days
may result in Insa’s decision to terminate employment.

5.03 - JURY DUTY

If an employee is called to serve for jury duty, Insa will allow the employee time off to fulfill this
civic requirement. The employee must notify their imnmediate supervisor as well as Human
Resources as soon as they are summoned in order that appropriate schedule and duty changes
may be made. An employee will not be required to work past midnight on the eve of their jury
service.

Insa will pay for jury service in accordance with state and federal laws. Employees must submit
documentation to Human Resoescin order to be compensated for this time.

The Company will not tadiate against employees who request or take leave in accoradtice
this policy.
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5.04 — LEAVE UNDER THE FAMILY AND MEDICAL LEAVE ACT ("FMLA")

In accordance with the Family and Medical Leave Act of 1993 (FMLA), Insa provides up to 12 or
26 weeks of unpaid, jeprotected leave in a thonth period to covered employees in certain
circumstances.

Eligibility
To qualify for FMLA leave, employees must:
X Have worked for the Compafyr at least 12 months, although it need not be
consecutive
X Have worked at least 1,250 hours in the last 12 morthd
X Be employed at a worksite that has 50 or more employees within 75 miles

Leave Entitlement
Employees may take up to 12 weeks of unpaid FMLA leaveimenif period for any of the
following reasons:
X The birth of a child and in order to care for that child (leave must be completed within
one year of the child's birth)
x The placement of a child with the employee for adoption or fosteraraien order to
care for the newly placed child (leave must be completed within one year of the child's
placement)
x To care for a spouse, child, or parent with a serious health condition
x To care for their own serious health condition, which makes themeit@perform any
of the essential functions of their positicor
x A qualifying exigency of a spouse, child, or parent who is a military member on covered
active duty or called to covered actigiaty status (or has been notified of an impending
call or oder to covered active duty)

The 12month period is measured forward from the first date they take leave.

Employees may take up to 26 weeks of unpaid FMLA leave in a singhathZeriod,

beginning on the first day that they take FMLA leave to caresjpowase, child, or next of kin

who is a covered service member and who has a serious injury or illness related to active duty
service.

Definitions

“Spouse’means a husband or wife as recognized under state law for the purposes of marriage in
the state @ other territory or country where the marriage took place.

“Child"means a biological, adopted, or foster child; a stepchild; a legal ward; or a child of a
person standing in loco parentis; who is either under age 18 or age 18 or older and incapable of
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seltcare because of a mental or physical disability at the time F\dizA is to commence. A
child for the purposes of military exigency or military care leave can be of any age.

“Parent”means a biological, adoptive, step, or foster parent or any other individual who stood in
loco parentis to the employee when they were a child.

“Next of kin"for the purposes of military care leave is a blood relative other than a spouse,
parent, or child in the following order: brothers and sisters, grandparents, aunts and uncles, and
first cousins. If a military service member designates in writing another blood relative as their
caregiver, that individual will be the only next of kin. In appropriate circumstances, employees
may be required to provide documentation of next of kin status.

“Serious health conditionheans an iliness, injury, impairment, or physical or mental condition
that involves either inpatient care or continuing treatment by a health care provider. Ordinarily,
unless complications arise, cosmetic treatments and minor conditions such as tlfie ceé,
aches, upset stomach, minor ulcers, headaches (other than migraines), and routine dental
problems are examples of conditions that are not serious health conditions under this policy. If
employees have any questions about the types of conditfmtsnay qualify, they should

contact Human Resources.

“Health care providerineans a medical doctor or doctor of osteopathy, physician assistant,
podiatrist, dentist, clinical psychologist, optometrist, nurse practitioner, margesfe, clinical

social verker, or Christian Science practitioner licensed by the First Church of Christ. Under
limited circumstances, a chiropractor or other provider recognized by our group health plan for
the purposes of certifying a claim for benefits may also be considered a health care provider.

“Qualifying exigenciedbdr military exigency leave include:

X Shortnotice callups/deployments of seven days or lddete:leave for this exigency is
available for up to seven days beginning the date ctipatiotice)

X Attending oficial ceremonies, programs, or military events

X Speciathildcareneeds created by a military calp including making alternative child
care arrangements, handling urgent and nonroutine child care situations, arranging for
school transfers, or attendingtsool or daycare meetings

X Making financial and legal arrangements

X Attending counseling sessions for yourself, the military service member, or the military
service members' child, who is under 18 years of age or is 18 or older but incapable of
seltcare beause of a mental or physical disability

X Rest and recuperatioMNéte: Fifteen days of leave is available for this exigency per event)

X Postdeployment activities such as arrival ceremoniesytegration briefings, and other
official ceremonies sponsored the military Note:Leave for these events are available
for 90 days following the termination of active duty status). This type of leave may also
be taken to address circumstances arising from the death of a covered military member
while on active duty
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X Parental care when the military family member is needed to care for a parent who is
incapable of selfare (such as arranging for alternative care or transfer to a care facility)
and

X Other exigencies that arise that are agreed to by both the Congrahyou

“Serious injury/illnesshcurred by a service member in the line of active duty or that is
exacerbated by active duty is any injury or illness that renders the service member unfit to
perform the duties of his or her office, grade, rank, or rating.

Notice and Leave Request Process

If the need for leave is foreseeable because of an expected birth/adoption or planned medical
treatment, employees must give at least 30 days' notice. If 30 days' notice is not possible, give
notice as soon as practicable (wit one or two business days of learning of their need for
leave). Failure to provide appropriate notice may result in the delay or denial of leave.

In addition, if they are seeking intermittent or reduced schedule leave that is foreseeable due to
plannedmedical treatment or a series of treatments for yourself, a family member, or covered
service member, employees must consult with the Company first regarding the dates of this
treatment to work out a schedule that best suits their needs or the needg abtrered military
member, if applicable, and the Company.

If the need for leave is unforeseeable, provide notice as soon as possible. Noxamal call
procedures apply to all absences from work, including those for which leave under this policy
may be reqested. Failure to provide appropriate notice may result in the delay or denial of
leave.

Certification of Need for Leave

If employees are requesting leave because of your own or a covered relative's serious health
condition, you and the relevant health care provider must supply appropriate medical
certification. They may obtain Medical Certification forms from Human ResoWwben they

request leave, the Company will notify them of the requirement for medical certification and

when it is due (at least 15 days after you request leave). If they provide at least 30 days' notice of
medical leave, employees should also providentiedical certification before leave begins.

Failure to provide requested medical certification in a timely manner may result in denial of
FMLAcovered leave until it is provided.

At our expense, the Company may require an examination by a second healphavider

designated by us. If the second health care provider's opinion conflicts with the original medical
certification, we, at our expense, may require a third, mutually agreeable, health care provider to
conduct an examination and provide a finadl @inding opinion. Subsequent medical

recertification may also be required. Failure to provide requested certification within 15 days,
when practicable, may result in delay of further leave until it is provided.

TheCompanyalso reserves the right to ragie certification from a covered
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military member's health care provider if the employee is requesting military caregiver leave and
certification in connection with military exigency leave.

Callin Procedures

In all instances of absence, the -@albrocedures and standards establishwdinsa’sAttendance
Policyfor giving notice of absence from work must be followed.

Intermittent Leave

If medically necessary, FMLA leave for a serious health condition may be taken intermittently (in
separate blocks of time due to a serious health condition) or on a reduced leave schedule
(reducing the usual number of hours they work per workweek or workday). FMLA leave may also
be taken intermittently or on a reduced leave schedule for a qualifying exigency relating to
covered military service.

As FMLA leave is unpaid, the Compaifiyeduce an employee’s salary based on the amount of
time actually worked. In addition, while they are on an intermittent or reduced schedule leave
that is foreseeable due to planned mealitreatments, the Compamyay temporarily transfer

them to an available alternative position that better accommodates their leave schedule and has
equivalent pay and benefits.

Parental Leave

Leave for the birth or placement of a child can be takensingle block @n an intermittent
basis under certain circumstancsirental leave must be completed within 12 months of the
birth or placement of the child; however, employees may use parental leave before the
placement of an adopted or foster kthto consult with attorneys, appear in court, attend
counseling sessions, etc.

Family Care, Personal Medical, Military Exigency, and Military Care Leave

Leave taken for these reasons may be taken in a block or blocks of time. In addition, if a health
careprovider deems it necessary or if the nature of a qualifying exigency requires, leave for
these reasons can be taken on an intermittent or redesgtedule basis.

Paid Leave Utilization During FMLA Leave

FMLA leave is unpaid. If employees are taking perdamily care, military exigency, and/or
military care leave, they may utilize available sick &nwb/acationduring this leave. If they are
receiving workers' compensation benefits during a personal medical leave, they will not be
required to utilizeéhese benefits. However, employees may elect to utilize accrued benefits to
supplement these benefits.

Fitness for Duty Requirements

If employees take leave because of their own serious health condition (except if they are taking
intermittent leave), theyre required, as are all employees returning from other types of

medical leave, to provide medical certification that they are fit to resume work. Employees will
not be permitted to resume work until it is provided.
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Health Insurance

Employees’ health insance coverage will be maintained by the Commhming leave on the

same basis as if they were still working. They must continue to make timely payments of their
share of the premiums for such coverage. Payment must be directed to the Finance department.
Failure to pay premiums within 30 days of when they are due may result in a lapse of coverage. If
this occurs, employees will be notified 15 days before the date coveragetlzgisesverage

will terminate unless payments are promptly made.

Reinstatement

Upon returning to work at the end of leave, employees will generally be placed in their original
job or an equivalent job with equivalent pay and benefits. Employees will not lose any benefits
that accrued before the leave was taken.

Spouse Aggregation

If an employee and their spouse are both employed by the Company, the total number of weeks
to which both are entitled to in the aggregate because of the birth or placement of a child or to
care for a parent with a serious health condition will be limited to 12 weeks per leave year.
Similarly, spouses employed by the Compuifiyoe limited to a combined total of 26 weeks of
leave to care for a military service member. Thigvi6k leave period will be reduced, however,

by the amount of leave taken for othemalifying FMLA events. This type of leave aggregation
does not apply to leave needed for their own serious health condition, to care for a spouse or
child with a serious health condition, or because of a qualifying exigency.

Failure to Return

If employees fail to return to work or fail to make a request for an extension of leave prior to the
expiration of the leave, they will be deemed to have voluntarily terminated their employment.
TheCompanys not required to grant requests for opended leaves withareasonable return

date under these policies or as disability accommodations.

Alternative Employment

While on leave of absence, employees may not work or be gainfully employed either for
themselves or others unless express, written permission to perform such outside work has been
granted by the Companif they are on a leave of absence and are founc tevdrking

elsewhere without permission, they may be subject to disciplinary action up to and including
termination.

Abuse of Leave
If employees are found to have provided a false reason for a leave, they may be subject to
disciplinary action up to and including termination.

Designation of Leave
If the Companypecomes aware of any qualifying reason for FMLA leave, the Comifiany
designate it as such. An employee may not refuse FMLA designation under this policy.
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Retaliation
TheCompanywill not retaliate against employees who request or take leave in accordance with
this policy.

5.05 — PARENTAL LEAVE

Insa offers fultime employees up teight (8) weeks of unpaid parental leave for the purpose of:

1. Giving birth
2. Adopting a child under ghage of eighteen
3. Adopting a child under the age of twesthyee if the child is mentally or physically
disabled or
4. The placement of a child under the age of eighteen, if the employee complies with the
following conditions:
a. The employee has been employed for at least three consecutive months-as “full
time” and
b. The employee gives two weeks’ notice of the expected departure date and notice
that they intend to return to the job @rovides notice as soon as practicable if
the delay is for reasons beyond the employee’s control.

If eligible, FMLA leave runs concurrently with parental leave.

Employees who utilize the parental leave policy are entitled to return to the same or a similar
position without loss of employment benefits for which they were eligible on the date of the
leave, if theyeturns to regular employment upon completion of the parental leave within eight
(8) weeks. The guarantee of a same or similar position may be suljediio exceptions

under applicable laws

Employees may elect to use sick time and/or vacationdumeg parental leave.

Any two (2) employees are only entitled to eight (8) weeks of parental leave in the aggregate for
the birth, adoption or placement of the same child.

5.06 -DOMESTIC VIOLENCEAVE ACT

Insa provides up to fifteen (15) days of unpaid leave per rollimgoh2h period to victims of

abusive behavior, domestic violence, sexual assault, kidnapping, and/or stalking, and to certain
family members, for purposes directly related to the abusive behavior. These purposes may
include seeking legal or medical services, counseling, or victim's services; securing housing;
obtaining a protective order; appearing in court or before a grand jury; or addressing other
issues directly related to the abusive behavior against the victim or family member of the victim.
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Employees may take domestic violence leave if they are a victim of abusive behavior, or due to
the abuse of a covered family member, including their spouse/partner, parent, chita, sibli
grandparent or grandchild, or persons in a guardian relationship. Perpetrators or accused
perpetrators of abuse are not entitled to domestic violence leave.

Employees must provide advance notice of their need for leave whenever possible; however,
thisrequirement does not apply if they or a covered family member faces imminent danger to
they or their family member's health or safety. Should they be unable to provide advance notice
based on a risk of imminent danger, they must notify their supervisddamén Resources

within three business days that the time off was related to domestic violence. Should the
employee be unable to notify the Company, a family member, counselor, clergy, or assisting
professional may do so on their behalf.

TheCompanymay raquire documentation supporting the employee’s claim for domestic

violence leave. Such documentation can consist of a protective order or other court document,
police report, police withess statement, documents reflecting the perpetrator's conviction or
admission of guilt, documentation of medical treatment, and/or a victim advocate, counselor,
social worker, health care worker, member of the clergy, or other assisting professional's sworn
statement. In lieu of these documents, they may also submit theilsawem signed statement.

Any documentation supporting the need for domestic violence leave must be submitted within
30 days of their last date of absence.

While the leave may not be paid, employees may use available earned time off and are entitled
to return to the same or a substantially equivalent position oncéetinee has ended. Employees
will not be terminated, retaliated against, or receive a redadtidoenefits based on their use of
domestic violence leave.

TheCompanywill keep all information related to the employee’s leave confidential and will not
disclose the information, except as requested or consented to in writing by the employee,
orderedby a court, required by applicable federal or state law, required in the court of a law
enforcement investigation, or otherwise as necessary to protect the safety of the employee or
others employed at the Company.

5.07 -TME OFF TO VOTE

Insa encourages all employees to vote. Since election polls are open for lengthy periods of any
given voting day, employees should be able to vote outside of working hours. However, if an
employee is not able to vote outside of working hours, they may request time off to vote during
the workday. The time when employees can go to vote will be at the discretion of their
supervisor, consistent with applicable legal requirements. Employees may use vtacatver

the time if available, otherwise the time off is unpaid.
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5.08 - BEREAVEMENT LEAVE

Eligibility

All Insa employees are eligible for paid bereavement after 90 days of employreantill grant

up to three (3) paid bereavement days per calendar year for employees to attend funerals and
make necessary arrangements for immediate family. Insa will grant one (1) of those three paid
bereavement dagfor other lossegnonimmediate family or others)jimmediate family”

includes prerts, parens-in-law, grandparentssibling, childen, grandchilden,

spousa&/domestic partnes. This also includes steplationships

Procedure

Employees must notify their supervisor and Human Resources as soon as possible if requesting
to use bereavement pay and must submit a request through the payroll system. Employees may
use a maximum of three days per calendar yldaman Resources may request documentation

to support the need for bereavement pay. Bereavement is ridtqaa upon termination of
employment, nor may employees be cashed out in lieu of taking leave.

5.09 — MILITARY LEAVE (USERRA)

Insa complies with applicable federal and state law regarding military leave emgl@mment

rights. Unpaid military leave absence will be granted to members of the uniformed services in
accordance with the Uniformed Services Employment and Reemployment Rights Act of 1994
(USERRA; with amendments) and all applicable state law. You must submit documentation of the
need for le@e to Human Resources. When returning from military leave of absence, you will be
reinstated to your previous position or a similar position, in accordance with state and federal

law. You must notify your supervisor of your intent to return to employmasedon

requirements of the law. For more information regarding status, compensation, benefits, and
reinstatement upon return from military leave, contact Human Resources.
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Employee Handbook
Acknowledgment of Receipt

This Employee Handbook has been prepared for your information and understanding of the
policies, philosophies, practices, and benefits of (ihea“Company”). PLEASE READ IT
CAREFULLY. Upon completion of your review of this handbook, please sign the statement below.

l, [employee namehave received and
read a copy of Insa’s Employee Handbadkch outlines the goals, policies, benefits, and
expectations of Insa, as well as my responsibilities as an employe

| have familiarized myself, at least generally, with the contents of this handbook. By my signature
below, | acknowledge, understand, accept, and agree to comply with the information contained
in the Employee Handbook provided to me by Insa. | understand that this handbook is not
intended to cover every situation which may arise during my employment, but is simply a
general guide to the goals, policies, practices, benefits, and expectations of Insa.

Insa reserves the right to modify, revoke &, terminate, or change any or all such policies
and procedures, in whole or in part, at any time, without notice. The language used in this
document is not intended to create, nor is it construed to create a contract between Insa and
any of its employes. Nothing in this handbook shall be construed to give any person the right to
be retained in the employ of Insa or otherwise limit Insa’s right to deal with its employees as it
deems appropriate.

| understand that Insa’s Employee Handbook is not a airdf@&mployment and should not be

deemed as such. Except if | am subject to a special written contract with the Company that
provides otherwise, | understand that | am an employeeilgtwhich means that either | or Insa
may end my employment for anyason and at any time.

EmployeeSgnature

Today’s Date
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I STATE ADDENDUMASSACHUSETTS I

This Addendum sets forth policies that are specifically applicable to Insa employees working i
MassachusettsTo the extent that a policy is outlined in this Addendum, the Addendum policy is
intended to either supplement or supersede the policy as listed in the Insa Employee Handbook.
Therefore, if a policy in the Employee Handbook conflicts with a policg adtiendum,
Massachusettemployees should follow the Addendum policy.

Nothing in this Addendum may be construed as creating any contractual or other rights

regarding a leave of absence, benefits during a leave of absence, reinstatement following a leave
of absence, etc. For information about such matters, refer to the applicable provisions of the

Insa Employee Handbook. Further, nothing contained in this Addendum alters or changes the
“at-will” status of your employment.

MASSACHUSETTS PAID FAMILY AND MEDICAL BEAYVEFMIA”)

Purpose
The purpose of this policy is to define the provisions of the Massachusetts Paid Family and
Medical Leave Act (“PFMLA)d to define the process by which employees may use this leave.

Eligibility

TheCompanyprovides leave in accordance with the Massaetis Paid Family and Medical
Leave Act (“PFMLA"). Paid Family and Medical LaawBI[) benefits may be available to
employees, contract workers, and former employees. Individuals may take up to 12, 20, or 26
weeks of leave per benefit year-frfonth period. This XBhonth period is measured forward
beginning on the Sunday immediately precgdime first day of leave and continues for the 52
week periodneasured forward from this date. To qualify for PFML leave, individuals must be
employed in Massachusetts and must have earned at least $5,400 during the last four (4)
completed calendar quartsrand 30 times the weekly eligible benefit amount teyeligible to
collect.Leaves taken under the PFML run concurrently with other leaves provided by the
Company and that may lavailableby federal and/or state law.

Definitions
“Familymember’meansan employee’spouse, domestic partner, child, parent, or parent of a

spouse or domestic partner; a person who stood in loco parentis to the empibgeghey
were a minor child; or thegrandchild, grandparent, or sibling.
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“Covered service memberfieansamember of the armed forces, including a member of the
National Guard or Reserves, who is:
x Undergoing medical treatment, recuperation, or therapy
x Otherwise in outpatient statyusr
X Is dherwise on the temporary disability retired list for a serious injury or iliness that was
incurred by the member in the line of duty on active duty in the armed forces, or a
serious injury or illness that existed before the beginning of the member’s datiy
and was aggravated by service in the line of duty on active duty in the armed éorces
x A former member of the armed forces, including a former member of the National Guard
or Reserves, who is undergoing medical treatment, recuperation, or therapy for:
0 A serious injury or illness that was incurred by the member in line of duty on
active duty in the armed forcgar
0 A serious injury or illness that existed before the beginning of the member’s
active duty and was aggravated by service in line of duty on active duty in the
armed forces and manifested before or after the member was discharged or
released from service.

“Serious health conditidnmeans an illness, injury, impairment, or physical or mental condition
that involves either inpatient care irhaspital, hospice, or residential medical facility, or
continuing treatment by a health care provider. To qualify as “continuing treatment,” the patient
must either be incapacitated for more than three consecutive full calendar days, incapacitated
due to pregnancy or prenatal care, or incapacitated due to a chronic serious health condition
that requires periodic treatment and continues over an extended period of time.

Leave Entitlements
Beginning January 1, 2021, eligibleptoyees may take up to 26 total weeks total of PFML leave.
X Up to 12 weeks of paid family leave in a leave year:
o For the birth, adoption, or foster care placement of a ¢biid
o Due to a qualifying exigency arising out of the fact that a family member is on
active duty or has been notified of an impending call to active duty in the armed
forces
X Up to 20 weeks of paid medical leave in a leave year for a serious health condition that
causeghe employedo be unable to pdorm the functions of theiposition
X Up to 26 weeks of paid family leave in a leave year to care for a family member who is a
covered service member undergoing medical treatment or otherwise addressing the
consequences of a serious health condition reggtmthe family member’s military
service

Beginning July 1, 2021, eligiblaoyees may also take up to 12 weeks of paid family leave in a
leave year to care for a family member with a serious health condition.
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State Benefitand Claims Process

PFML leaves unpaidby theCompanynless the employee chooses to use available paid time
off during the leave periodligibility through the PFMLA program is determined by the
Massachusetts Department of Family and Medical Leave (“DFML”).

To obtain PFML benefits, employeesst file an application for benefits with the Massachusetts
Department of Family and Medical Leave. The DFML will accept an application up to 60 days
prior to the anticipated leave start date. All applicagiomust be supported by a certification

showing that the leave is for a qualifying reason. Applications and other forms are available from
the DFML website. Employed®ald be notified by the DFML of the approval or denial of their
application within 14 calendar days.

If granted leaveinder the PFMLA, employees will be entitled to 80% of their average weekly
wage that is equal to or less than 50% or the state average weekly wage and 50% of their weekly
wage that is more than 50% or the state weekly wag® @pmaximum weekly benefit of $850.

An employee’s weekly PFML benefits are calculated and provided by the Family and Employment
Security Trust Fund. No family or medical leave benefits are payable during the first seven (7)
calendar days of an approved initial claim for benefits, and this initial waiting period will count
against the total available period of leave in a benefit year. Where the approved claim involves
leave on an intermittent or reduced leave schedule, the waptargpd will be seve(i)

consecutive calendar days, not the total accumulation of s@)elays of leave.

Noticeto the Company

Employeesnust provide notice to Human Resources prior to filinggplication for benefits

with the DFML. Where the need for leave is feezble at least 30 days in advaremployees

must provide at least 30 days’ written notice. If the need for leave is not foreseeable at least 30
days in advance, employe®sist give notice as soon as practical under the circumstances.

In addition, if em[myeesare seeking amtermittent or reduced schedule leave that is
foreseeable due to a planned medical treatment, timeyst consult with the Compaiy

advance of theiapplication for benefits and make a reasonable effort to schedule treatment so
as to not unduly disrupt the Compangjgerations, subject to the approval of theealth care
provider.Employees taking intermittent leave must comply with the Companyisahcaibut
procedures unless their condition precludes them from doing so.

Employees who are takitgave because of theawn serious health condition (except if taking

intermittent leave), are required to provide medical certification that #reyft to resume
work. Employeesvill not be permitted to resume work until certification is provided.
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Health Insurancand Other Benefits

During a PFML leavihe Companwvill continue to pay its portion of the group health insurance
premiums, and the employee must continue to pay thleare of the premiums (including the
employee’s share of any premium increases). The employee’s failure to papéneiof the
premiumswill result in loss of coverage. If the employee does not return to work after the leave
expires, the employee must reimburse the Comgangll premiums the Compamgaid during

the leave, unless the employee does not return because of the continuation, recurrence or onset
of a serious health condition, or other circumstances beyond the employee’s control.

Vacation and Sick Time DurfPigMLLeave

Employees will not lose any employment benefits earned and accumulated before their PFMLA
leavebegins Employeesnay use their earned and accumulated paid timgibfhe leave is for

their own serious health condition) in conjunction with the PFML leatvare not required to

do so.Employees may not be compensated with PFML benefits for any period @i tilieh

they received compensation through the use of accrued paid leave. The use of paid time off will
run concurrently with the leave period provided under PRiployees may asavailable

vacation or sick time during the seven (7) day waiting period once PFML benefits have been
granted.

Job Protection

Employees who return to work from a PHBtve will be reinstated to their former position or
to an equivalent position with equivalent pay, benefits, and other employment terms and
conditions. Th&€ompanywill not retaliateagainst any employee for takiRgrMLA leave.

However, an employee has no greater right to reinstatement or to other benefits and conditions
of employment than if the employee had been continuously employed by the Codyramy

the PFML leavperiod. Therefore, if changes in the Compaiysiness azir during an
employee’PFML leavand the employee would have been terminated, laid off or reassigned
hadtheybeen on active status, the employee is not guaranteed reinstatement.

SMALL NECESSITIES LEAVE

Pursuant to the Massachusetts Small Necessities Leave Act, Insa will provide eligible employees
with up to 24 hours of unpaid leave during anynié@nth period for the following reasons:

X To patrticipate in school, Head Start, and day care activities directly related to the
educational advancement of yourilch including parenteacher conferences or
interviewing for a new school

X To acompanyyour child to routine medical or dental appointments, including clhipsk
or vaccinations
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X To acompanyyour elderly relative to routine medical or dental appointmemts o
appointments for other professional services related to the elder's care, including
interviewing at nursing or group homes

Leave may be taken intermittently or on a reduced leave schedule.

Employees are eligible for small necessities leave if they have worked for Céonany
months, either consecutively or nonconsecutively, and have worked at least 1,250 hours in the
previous 12month period.

If the need for leave is foreseeable, theystprovide seven (7) days' notice. Otherwise, they

must provide notice as soon as possible. Employees may also be required to submit certification
verifying the reason for the leave. They may elect to use EST (if applicable) or VAC in place of
unpaid leave.

TheCompanywill not retaliate against employees who request or take leave in accordance with
this policy.

WRITTEN INFORMATION SECURITY PROGRAM (“WISP”)

Purpose

The purpose of the Written Information Security Program (“WISP”) is to create effective
administrative, technical and physical safeguards for the protection of the personal information

of employees, antractors vendors, and othensith access to Insa information systerasd to

comply with the Company’s obligations under the Gramm LeachMlilefhe Fair and Accurate
Transactions Act of 2003 and Title 16, Part 681 Identity Theft Rules, and Massachusetts General
Laws (M.G.L.) c. 93H, M.G.L. c. 93I, and 201 CMR 17.00.

This WISP is intended to:

1. Ensure the security and confidentiality of personal information

2. Protect against threats or hazards to the security or integrity of such information

3. Protect against unauthorized access to or use of such information in a manner that
creates a substantial risk identity theft or fraud.

Scope

ThisWISPapplies to all employees, contractors, vendors, and others in Massachwigietts

access to Insa information systemthough this program is designed to be in compliance with
Massachusetts laws only, the security provisions outlined herein will apply to all Insa locations in
other states, unless those states have stricter requirements that would then accompany or
supersede this program.
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In formulating and implementing the CompanWISP, the intended scope is to do the following:

1. Identify reasonably foreseeable internal and external risks to the security, confidentiality,
and/or integrity of any electronic, paper, or other records containing personal
information

2. Assess thelelihood and potential damage of these threats, taking into consideration the
sensitivity of the personal information

3. Bvaluate the sufficiency of existing policies, procedures, customer information systems,
and other safeguards in place to control risks

4. Design and implement a WISP that puts safeguards in place to minimize those risks,
consistent with the requirements of 201 CMR 17.00

5. Regularly monitor the effectiveness of those safeguards

Definitions

The WISP sets forth the Company’s procedure for evajuidnCompany’s

electronic and physical methods of accessing, collecting, storing, using, transmitting, and
protectingpersonal information

For purposes of this WISPersonal information’'means the following, whether in paper,
electronic or other form:

1. Anindividual's first name and last name or first initial and last nemeembination with
any one or more of the following data elements that relate to that individual
a. Social Security number
b. Driver's license number or statesued identification card numhenr
c. Financial account number, or credit or debit card number (with or without any
required security code, access code, personal identification number or password
that would permit acess to a resident’s financial account)

A“security breach’shall be defined as any actions which can include, but not be limjted to
actual or attempted use, access or lossarificiential,personal ornternalinformatior (data

theft) compromise of information integritgdamage to data or unauthorized modification) theft
or damage to physical IT assets including computers and data storage;aeigoss of

services, information, or assetsfection of systems by unauthped or hostile softwarean
attempt at unauthorized accessr unauthorized changes to organizational hardware, software,
and reports of unusual system behavior.

“Informationsystems”includes laptops, tablets, smartphones, networks and application
software, (such as operating system software, email, web browsers, etc.) and databases and data
that are owned, leased, or managed by or for Insa.

“Users include anyone with authorized access to Insa information systems.

“Service providersare individuals or companies with whom Insa has a contractual partnership,
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to whom the Cmpany grants partial or full access to the Company’s paper or electronic data

that contains personal information, or to areas within the Company’s office in whgdgnpér
information is stored. All service providers must acknowledge in writing that they have instituted
personal information security measures and their business operations are in compliance with the
requirements of CMR 17.00 as it relates to personal information to which the Cohgzany

granted them access. The Data Security Coordinator shall maintain glattyrdéervice

provider acknowledgments.

Data Security Coordinator
TheCompanyhas designated the IT Business Application Manager to be the Cdsrpatey
Security Coordinator. Thayll be responsible for implementing, supervising, and maintaining
the Company’s WISP, including:
1. Initial implementation of the Company’s WISP
2. Training of the following persons regarding the Company’s WISP and personal
informationsecurity:
a. All employees
b. Independent contractors with access to personal informatoml
c. Any other person involved with tt@ompanywvho has or will have access to
personal information
3. Regular testing of the WISP’s safeguards
4. BEvaluating the ability of each of the Company’s service providers to implement and
maintain appropriate personal informatisecurity measures for the personal
informationto which the Companyas permitted them access, consistent with 201 CMR
17.00, and requiring such service providers by contract to implement and maintain
appropriatepersonal informatiorsecurity measures
5. Reviewing the scope of the personal informasgenurity measures in the WISP at least
annually, or whenever there is a material change in Conipasigess practices that may
implicate the security or integrity of records containing personal information

Limits on Collection and StorageRafrsonal informatioat the Company
The Companys in possession of personal informatainndividuals both as an employer and as
a businessAs an employer, the Compapgssessepersonal informatiorfior its employeesThe
personal informationthat is collected and stored from each employee shall be limited to:
1. That hformationwhichis necessary for employment, such as tax forms
2. That information which is voluntarily provided to obtain certain benefits of employment,
such as retirement, health, life, and disability insurances
3. That information which is necessary for the Compangomply with state or federal
laws and regulations

As part of its legitimate organizational purpose, the Compagagessepersonal informatiorof
individuals obtained during the course of the Company'’s activitiepeFsonal informationthat
is collected and stored shall be limited to:
1. That information which is reasonably necessary to accomplish the Company’s legitimate
business purpose; and
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2. That information which is necessary for the Compgangomply with state or federal
laws and regulations.

Review of WISP and Procedures

TheCompany’s WISP and all security measures and procedures shall be reviewed at least
annually and, in addition, wheravthere is a material change in the Company’s business
practices that may reasonably implicate the security or integrity of records containing personal
information The Data Security Coordinator shall be responsible for this review and shall fully
apprisethe Company’sxecutive team of the results of that review and any recommendations
for improved security arising out of that review.

ProtectionsAgainstinternalData Security Breach

To combat internal risks to the security, confidentiality, and/or ifttegf any

electronic, paper or other records containing personal informatiad evaluating and
improving, where necessary, the effectiveness of the current safeguards for limiting such
risks, the following measures are mandatory and are effective irategdi

1. The amount of personal informati@ollected shall be limited to that amount reasonably
necessary to accomplish the Company’s legitimate business purposes, or necessary to
the Companyto comply with other state or federal regulations

2. Access to reads containing personal information shall be limited to those persons who
are reasonably required to know such information in order to accomplish the Company’s
legitimate business purpose or to enable the Compampmply with other state or
federal regudtions

3. Access to electronic personal information shall be restricted to active users and active
user accounts only

4. Access to electronically stored personal information shall be electronically limited to
those employees or contractonaving a unique leo I1D; and rdeg-in shall be required
when a computer has been inactive for more than a few minutes

5. Paper or electronic records (including records stored on hard drives or other electronic
media) containing personal information shall be disposed lgfionthe following
manner, in compliance with the National Association of Information Destruction and
M.G.L. c. 931

a. Paper documents containing personal informatsbrall be either redacted,
burned, pulverized, or shredded so that personal informat&mot practicably
be read or reconstructed

b. Hectronic media or other nepaper media containing personal information shall
be destroyed or erased so that personal information cannot practicably be read
or reconstructed

Communication and Training

A copy of the WISP must be distributed to each employee, includintinpartemporary and
contract employees, and to each contracts.a condition of their employment or contractual
work, all employees armmbntractorsmust sign an acknowledgement arattdication (see
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Acknowledgement & Certification at the end of this document) that they have received a copy of
the Company’s WISP and that they will comply with the provisions of the WISP. These signed
acknowledgements and certifications shall be retained by the Data Security Coordinator.

There must be regular training of employees amdtractorson the detailed provisions of the
WISP, including training at the inception of a new employee’s employment or new contractor’s
service. The Data Security Coordinator shall organize such tsaitlirguman Resources

GeneraProcedures

Employees and contractoase prohibited from keeping unsecured files containing personal
information in their work area when they are not present, or otherwise failing to ¢alsemable
measures to protect the security of personal information. This includes documents sent to a
printer. TheCompanywill assign printers to individuals and/or departments that continually
handlepersonal information and need restrictive use for printing.

At the end of the workday, all files and other records containing personal information must be
secured in a manner that protects the security of personal information.

Corrective Action

All employees are required to comply with the provisions of the WISP, and if the security
provisions of the WISP are violated by an employee, the employee shall be disciplined in
accordance with Insa’ Progressive Discipline Policy

The Data Security Coordinator will determine whether an infraction is considered “minor” or
“major” based upon the nature of the violation and the nature of the personal information
affected by the violatiorand will consult with Human Resources to determine appropriate
disciplinary action.

Vendors or contractors are required to comply with the provisions of the WISP. If the security
provisions of the WISP are violated by the vendor or contractor, the 8aiat$ Coordinator

will determine appropriate disciplinary action, up to and including termination of the contractual
relationship or partnership.

Resignations or Terminations of Employment

Resigned or terminated employees must return all records conggersonal informationin

any form, that may be in the former employee’s possession (including all such information
stored on laptops or other portable devices or media, and in files, records, work papers, etc.)

A resigned or terminated employee’s physical and electronic access to personal information
must be immediately blocked. Such resigned or terminated employee shall be required to
surrender all keys, IDs or access codes or licenses/badges, business ddhdslilea that

permit access to the Company’s premises or information. Moreover, such terminated
employee’s remote access to personal information (such as internet acoess agcess, voiee
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mail access) must be disabled. Human Resources is respémsiblaoving access immediately,
at the end of the employee’s last workday.

Employees and contractors are encouraged to report any suspicious or unauthorized use of
personal information to the Data Security Coordinator.

Protections Against External D&ecurity Breach

To combat external risks to the security, confidentiality, and/or integrity of any electronic, paper
or other records containing personal informatiamd evaluating and improving, where

necessary, the effectiveness of the current safeguéodlimiting such risks, the following
measures are effective immediately

Secure Facility

TheCompany'’s Office is intended to be a secure facility, due to the personal information
contained in the Company’s files. All paper records containing personal information shall be
maintained in locked storage when the office is unoccuMesitors shall not be permitted to

visit unescorted any area within the Company’s office that contains personal information (or any
other areaper935 CMR 500, 501, and 50PheCompany’s offices shall be locked at all times
when unoccupied.

TheCompanis Computers and Electriz Information Systems
The Company will implement the following security procedures on electronic information
systems:
1. The wireless networks at the Compaimall always be encrypted
2. No personal electronic devices may be used to access Compangl wreless
networks.
3. All laptops used by employeemsist be passworgrotected.
4. All portable devices used by employees or contractbtise Companyo send and
receive their Compamgrmail shall be password protected and shall be locked when not
in use.
5. TheCompany’s computers and information systemesluding any wireless systems,
shall, at a minimum, and to the extent technically feasible, have the following elements:
a. Secure user authentication protocols including:
i. Control of user IDs and other identifiers
ii. Areasonably secure method of assigning and selecting passwords, or use of
unique identifier technologies, such as biometrics or token devices
lii. Control of data security passwords to ensure that such passwords are kept
in a location and/or format that does not compromise the security of the
data they protect
iv. Restricting access to active users and active user accounts only
v. Blocking access to user identification after multiple unsuccessful attempts to
gain access or the limitation placed on access for the plntisystem
b. Secure access control measures that:
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i. Restrict access to records and files containing personal information to those
who need such information to perform their job duties

ii. Assign unique identifications plus passwords, which are not vesugmlied
default passwords, to each person with computer access, that are
reasonably designed to maintain the integrity of the security of the access
controls

6. Encryption of all transmitted records and files containing personal inforntaaowill
travel across public networks, and encryption of all data containing personal information
to be transmitted wirelessly

7. Reasonable monitoring of systems, for unauthorized use of or accemsonal

information

Encryption of all personal information stored on laptopstber portable devices

For files containing personal information on a system that is connected to the Internet,

there must be reasonably u#p-date firewall protection and operating system security

patches, reasonably designed to maintain the integrith@personal information

10. Reasonably ufp-date versions of system security agent software installed and active at
all times, which must include amnirus, antispyware, and aminalware protection and
reasonably ugio-date patches and virus definitions, or a version of such software that
can still be supported with wjp-date patches and virus definitions, and is set to receive
the most current security updates on a regular basis

© o

Personal information Removed from tGempany

Employees and contractosiall only remove paper or electronic personal information from the
Companywhen they have a legitimate and authorized business purpose for removing such
information and only with prior authorization of the Data Security Coordinator.

Any employee or contractaf the Companyemoving electronic personal information from the
Companyoffice shall only do so on a secure device, such as an encrypted laptop or encrypted
USB drive.

Any employee or contractevho removes personal information from tB@mpanymust keep

the personal information secured. The measures taken to secure such personal information shall
include whatever is necessary to secure the information from unauthorized use or access in the
environment in which the employee or contractoust use the information for their legitimate
business purpose.

Personal Information Security Bre&iocedures

Employeesgontractors third{party service providers, or others to whom this policy appliest
notify the Data Security Coordinator in the event of a known or suspected personal information
security breach or unauthorized use of personal information. It is unlawful and against the
Company’policy to retaliate against any person who reports a violation or suspected violation
of this policy obreach of confidentiapersonal ornternalinformation or who cooperates in any
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review or investigation. Any such retaliation megult in disciplinary action by the Company,
to and including termination of employmemt of the contractual relationship or partnership

TheCompanyshall provide notice as soon as practicable and without unreasonable delay when
the Company:
1. Knows or has reason to know of a personal information security hreach
2. Knows or has reason to know that the personal information of an individual or group of
individuals was acquired or used by an unauthorized person or used for an unauthorized
purpose. The following notices shall be issued:

a. Notice shalbe provided to the individual(s) whose information was acquired or
otherwise affected by an unauthorized person. Such notice shall include the
nature of the breach of security or unauthorized acquisition or use, and any steps
the Companyhas taken or planto take relating to the incident. Furthermore, the
Companywill keep such individuals updated on the status of any investigation, its
ultimate resolution, and the steps the Compaiag taken or plans to take to
prevent further breaches.

b. To the extent reqired by appropriate statutory law and regulations, notice shall
be provided to the proper regulatory agencies (for instance, under M.G.L. c.
93H,83, Massachusetts Attorney General and to the Massachusetts Director of
Consumer Affairs and Business regoiatould be notified). Such notice shall
include the nature of the breach of security or unauthorized acquisition or use,
the number of individuals affected by such incident at the time of notification,
and any steps the Compahgs taken or plans to take relating to the incident.

Whenever there is a personal information security breach or unauthorized use of personal
information, there shall be an immediateandatory postincident review of events and actions
taken, if any, with a view to determining &her any changes in the Company’s security
practices are required to improve the security of personal information for which the Cormpany
responsible.
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RESTRICTED ACCESESTABLISHMENT AGENTS AND VISITORS

Purpose
The purpose of this policy is to define how Establishment Agents are given access to Insa
facilities.

Scope

This policy applies to all Establishment Agents in Massachusetts. Each Insa establishment within
the state of Massachusetts has a separate establishment license; dndhted,then each

type of operation (Medical or Adult Use) has its own establishment license. Adult Use licenses
are further defined as either Cultivatidpduction, or Rtail, and Establishment Agents are
authorized to work under one or more Adult Use licenses dependent on their positions.

Definitions

“Establishment Agentheans a board member, director, employee, executive, manager, or
volunteer of a Marijuana Establishment, who is 21 years of age or older. Employee includes a
consultant or contractor who provides-gite services to a Marijuana Establishment related to
the cultivation, harvesting, preparation, packaging, storage, testing or dispensing of marijuana.

“Limited Access Aredsas defined in 935 CMR 500, are indoor or outdoor areas on the

registered premises of a Marijuana Establishment where cannabis or manjreducts or their
byproducts are cultivated, stored, weighed, packaged, processed, or disposed, under the control
of a Marijuana Establishment, with access limited to only those Marijuana Establishment Agents
designated by the establishment. Dependingan employee’s position, they may have access to
only one Limited Access Area or several.

A“High Security Area8 a designated area inside a Limited Access Area that has additional
access restrictions and protocols. Such areas include:

1. All product stoage vaults

2. All rooms in which cash handling or storage occurs

3. Security offices in which security cameras are stored and/or footage is viewed

A“Visitor’ is an individual who is not an Establishment Agent, who is given temporary access to a
Limited Access Area using the procedure outlined below.

Procedures

Key Card Access to Limited Access Areas
Limited Access Areas are defined by clear signage and hasar#teyntry to prevent
unauthorized access.
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Establishment Agents are required to tag their key carthe card reader whenever entering a
Limited Access Area, including moving between rooms within their department. Establishment
Agents may hold doors open for other Establishment Agents but may not allow “piggybacking,”
meaning that all parties must tag the card reader before entering the area.

Establishment Agents Granted Permanent Access to High Security Areas
In order to be granted permanent access to High Security Areas, the Establishment Agent must
meet the following criteria:

1. Be badged under the license that the area is w;jtal
2. Be required to fulfill all or a significant portion of their duties within that area

Permanent access to High Security Areas is determined by position and can be located in an
employee’s job description. Contractors whodnaeen licensed as Establishment Agents may

be granted permanent access to High Security Areas but must be escorted by an employee who
has been granted permanent access.

Establishment Agents Granted Temporary Access to High Security Areas
Some EstablishméAgents may be granted temporary access to High Security Areas in order to
fulfill occasional duties.

In order to be granted temporary access to High Security Areas, the Establishment Agent must
meet the following criteria:

1. Be badged under the license that the area is within

2. Be supervised by an employee who has been granted permanent access to thettérea

3. Be signed in using a High Security Area Log by an employee who has been granted
permanent access to that area

High Security Area Logs

AssetProtection maintains and audits High Security Area Logs. Logs will be maintained for at
least 4 (four) years by the Asset Protection Department in accordance with applicable state and
federal guidelines.

Non-Agent Visitor Access

Pursuant to 935 CMR 500.110 (4) and 935 CMR 501.110 (3), Insa’s Limited Access Areas will not
be open to the general public. Authorized Visitors may be permitted to access Limited Access
Areas according to the following procedures.

Upon arrival and at departure from Insa’s fagik Visitor will be required to sign in according to
the 2-Party Sigdn Procedure. The-Rarty Sigian Procedure requires that information

pertaining to the Visitor be logged in the Visitor Log and verified by two authorized Insa
employees.
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The Visito Log which will include the following information:

Visitor’s full name

Visitor'sCompany(if applicable)

Visitor's date/time of arrival

Visitor's date/time of departure

Purpose of visit

Name of reception or security employees
7. Name of escorting party

o0kwnNPRE

Upon entering the facility, all Visitors will be required to present valid, unexpired, government-
issued photo identification. No Visitors under 21 years of age will be permitted to enter the
facility. Visitors will be given a Visitor Identification Badgevitisbe required to be visible and
worn at all times during the facility visit.

Insa will maintain the Visitor Log records for, at minimum, 4 (four) years. The Visitor Log will be
made available to the Massachusetts Cannabis Control Commission (1GEi@) state or
local government officials upon request.

While at the facility, Visitors will be escorted at all times by an authorized Insa employee. Visitors
will be required to wear protective clothing (including, but not limited to, eye protection,

coveralls, hair coverings, latex gloves, and shoe coverings) when in areas requiring protection.
Visitors are required to follow all sanitization procedures. At a minimum, visitors will be required
to wash their hands with hand sanitizer prior to enterirgficility to avoid contamination.

Visitors will be restricted from handling any marijuana plants or marijuana products. Visitors will
not be supplied with RFID Access Cards.

The CCC and other federal, state, and local government officials will be provided access to the
facility to perform their official functions and duties.

Visitors Requiring Temporary Access to High Security Areas

All Visitors requiring access to a High Security Area will be required to sign in using the High
Security Area Log maintathby Asset Protection and escorted by an Insa employee who has
been granted permanent access.

BACKGROUND CHECKS AND AGENT LICENSING

Purpose

The purpose of this Background Check and Agent Licensing Policy is to ensure compliance with
935 CMR 500, 501, and 502.

Scope and Administration of this Policy
Insa is a Marijuana Establishment under 935 CMR 500.000, 501.000, and 502.000, and is
required to conduct background checks on all prospective Marijuana Establishment Licensees
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and Marijuana Establishment Agents of the Compathyn the Commonwealth of
Massachusetts.

The Human Resources Department is responsible for the administration of this policy. If you
have any questions regarding this policy, or if you have any questions about background checks
that are not addressed in this policy, please contaetitbman Resources Department.

Definitions

Marijuana Establishment Agents (“Agents”)

In accordance with 935 CMR 500.800 and 500.802: Suitability Standard for Registration as a
Marijuana Establishment Agent, Insa is required to conduct background checks for all Agents. Per
the law, the term “Agents” includes the following individuals: board members, directors,
executives, managers, employees, and volunteers. For an individual to be deemed suitable for
registration, they must:

1. Be 21 years of age or older

2. Havenever been convicted in the Commonwealth of distribution of controlled
substances to minors or a like offense in another jurisdiction

3. Be suitable for registration in accordance with 935 CMR 500.800 and 500.802

Marijuana Establishment (Adult Use)

A Marijuana Cultivator, Craft Marijuana Cooperative, Marijuana Product Manufacturer,
Marijuana{Per, Independent Testing Laboratory, Marijuana Research Facility, Marijuana
Transporter, or any other type of licensed marijuaglated business, except a medical
marijuana treatment center.

Marijuana Retailer (Adult Use)

An entity licensed to purchase and transport cannabis or marijuana product from Marijuana
Establishments and to sell or otherwise transfer this product to Marijuana Establishments and to
consumers.

Marijuana Product Manufacturer (Adult Use)
An entity licensed to obtain, manufacture, process and package cannabis or marijuana products
and to transfer these products to other Marijuana Establishments, but not to consumers.

Marijuana Cultivator (Adult Use)
An entity licensed to cultivate, process and package marijuana, and to transfer marijuana to
other Marijuana Establishments, but not to consumers.

Medical Marijuana Treatment Center

An entity validly registered under 935 CMR 501.100, that acquires, cultivates, possesses,
processes (including development of related products such as edible MIPs, tinctures, aerosols,
oils, or ointments), transfers, transports, sells, distributes, diggens administers marijuana,
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products containing marijuana, related supplies, or educational materials to registered qualifying
patients or their personal caregivers. Unless otherwise specified, “MTC” refers to the site(s) of
dispensing, cultivation, and preparation of marijuana.

Marijuana Establishment Licensees

In accordance with 500.801: Suitability Standard for Licensure, Insa is required to conduct
background checks for all Licensees. Per the law, the term “Licensees” applies solely to
Marijuana Estaishment Agents listed on the application for licensure. For an individual to be
deemed suitable for registration, they must:

1. Be 21 years of age or older

2. Have never been convicted of a felony, in the Commonwealth, or for an offense in
another state that would be a felony in the Commonwealth, except for a prior conviction
solely for a marijuana offense or solely for a violation of M.G.L. c. 94C, 8§ 34, unless the
offense involved distribution

3. Be suitable for registration in accordance with 935 CMR8B80&Nd 500.802

CORI and Other Background Checks
For the purposes of this policy, “CORI and other background checks” refers to the following:

Criminal Offender Record Information (CORI)
A national background check

A license verification

Education verification *

Employment verification

Reference checks

A driving record *

NoOaRrODdRE

*Dependent on a candidate’s position.

Restricted Access

CORI and other background checks used for employment purposes shall only be accessed for
applicants who are otherwise qualified for the position for which they have applied. Unless
otherwise provided by law, a criminal record will not automatically disqualify an applicant.
Rather, determinations of suitability based on background checks will be made consistent with
this policy, 935 CMR 500.000, 501.000, and 502.000, and any other applicable state or federal
laws or regulations. Candidates are not permitted to begin work until a satisfactory result has
been returned.

All CORI and other background checks obtained by Insa are confidential, and access to the
information is limited to those individuals who have a “need to know.” This may include, but is
not limited to, hiring managers and Human Resources staff submitting background check
requests. Insa also reserves the right to provide releméormation to outef-state agencies,

only for the express purpose of obtaining licenses in those states, in compliance with the
applicable state licensing laws and regulations of those states, and all applicants consent to such
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dissemination as needednsa maintains a current list of each individual authorized to have

access to or view CORI and other background check information. This list is updated every six (6)
months and is subject to inspection upon request by the Department of Criminal Justice
Information Services (“DCJIS”) and the Cannabis Control Commission (“CCC”) at any time.

Accordingly, all personnel authorized to review or access CORI at Insa will review and will be
thoroughly familiar with the educational and relevant training materials regarding CORI laws and
regulations made available by the DCJIS. Insa is an agency reqii@d by6g§ 171A to

maintain a CORI policy, and all personnel authorized to conduct ctiisioay background

checks and/or to review CORI information wiliees and wilbe thoroughly familiar with this

policy.

CORI and other background check information is stored, both physically and digitally, in
accordance with Insa’s Human Resources Recordkeeping Standard Operating Procedures and in
compliance withall applicable state and federal laws.

Secondary Dissemination Logs

All CORI obtained from the DCJIS, or any other source, and other background information is
confidential and can only be disseminated as authorized by law and regulation. A central
seconday dissemination log shall be used to record any dissemination of CORI or other
background check information outside this organization, including dissemination at the request
of the subject.

Procedures

Insa uses a Consumer Reporting Agency (CRA) to request CORI reports and other background
information. All prospective employees, prior to a report being requested, sign the following
forms:

1. A CORI Acknowledgement Form
2. A CRA Authorization Form
3. A Federal Fair Credit Reporting Act (FCRA) Disclosure and Authorization

Insa will ensure that all background checks are conducted in compliance with all federal and
state statutes, such as the federal Fair Credit Reporting Act (“FCRA”). Through background
checks, Insa seeks only information that pertains to the qualitg@auatity of work performed

by the applicant or employee, the applicant’s attendance record, education, and other issues
that can impact Insa’s workplace.

As part of background checks, credit information may be collected consistent with FCRA and
MCRA. Ineneral, FCRA and MCRA require employers to obtain an applicant’s or employee’s
written authorization and consent before obtaining a credit report. In connection with
background checks, the Companmiy}:

1. Certify to the consumereporting agency that the engyer is in compliance with FCRA
and will not misuse the information it receives
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2. Disclose to the applicant or employee, on a separate form, that its plans to obtain a

consumer or investigative consumer report and that the information received will be

usedsolely for employment purposes

Obtain written authorization from the applicant or employee

inform the individual of their right to request additional information on the nature of the

report and the means through which such information may be obtained

5. Inform the applicant that the report may include information about the individual's
character, general reputation, and personal characteristics

6. Provide the individual with a summary of their rights under FCRA

Hw

In addition, MCRA further requires that, if requested by the consumer, the consumer reporting
agency must provide the consumer with a copy of the report when completed (M.G.L. Ch. 93, 8
53(b)).

If the results of the background check reveal negative information that may affect employment,
the Company, prior to initiating any adverse employment action, will inform the applicant or
employee of the negative information, provide the applicant or employee with a summary of
rights under FCRA and MCRA, provide the applicant or employee with an opportunity to review a
copy of the background check information, and advise the applicant or employee of their right to
dispute inaccurate information within a reasonable time.

PreEmployment

Upon hire, all candidates are provided with a copy of this policy for review and
acknowledgement of receigPreemployment CORI and other background checks will only be
made with the express, written permission of the candidate or employee by way @Rie C
acknowledgement and other required forms as indicated al©@&| checks will only be
conducted as authorized by the DCJIS and MGL c. 6, § 172, and only after allfiezqusrbdve
been completed.

Failure to timely complete the required authorizasanay result in termination of Insa’s
consideration of a candidate’s application. Falsification or omission of information may result in
denial of employment or discipline, up to and including termination.

PostEmployment

Postemployment CORI and otherdkground checks are completed for the renewal of an
employee’s agent licenses. Pestployment CORI and other background checks will only be
made with the express, written permission of the candidate or employee by way of the CORI
acknowledgement and otheequired forms as indicated above. CORI checks will only be
conducted as authorized by the DCJIS and MGL c. 6, 8 172, and only after allficzqusrbdve
been completed.
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Suitability for Employment

Marijuana Establishment Agentlew Hires

In order to determine a candidate’s suitability for licensure, Insa follows the crime tables as
outlined in 500.802: Suitability Standard for Registration as a Marijuana Establishment Agent.
Tables B P pertain to a particular Marijuana Establishment License (Retailer, Product
Manufacturer, or Cultivator) and each table has individual restrictions in regard to a Mandatory
Disqualification or a Presumptive Negative suitability determination. A copy of these tables is
included at the end of this policy.

For purposes of determining suitability based on background checks performed in accordance
with 935 CMR 500.030(1):

1. All conditions, offenses, and violations are construed to include Massachusetts law or like
or similar law(s) of another state, the United States or foreign jurisdiction, a military,
territorial or Native American tribal authority, or any other jurisdiction

2. All criminal disqualifying conditions, offenses, and violations include the crimes of
attempt, accessory, conspiracy, and solicitation. Juvenile dispgsshall not be
considered as a factor for determining suitability

3. Where applicable, all look back periods for criminal conditions, offenses, and violations
included in 935 CMR 500.802: Tables B through D commence upon the date of
disposition; providedhowever, that if disposition results in incarceration in any
institution, the look back period shall commence upon release from incarceration.

4. All suitability determinations will be made in accordance with the procedures set forth in
935 CMR 500.800. In@ition to the requirements established in 935 CMR 500.800, the
Suitability Review Committee shall:

1. Consider whether offense(s) or information that would result in a Presumptive
Negative Suitability Determination under 935 CMR 500.802: Tables B through D
renders the subject unsuitable for registration regardless of the determination of
the licensee; and

2. Consider appeals of determinations of unsuitability based on claims of erroneous
information received as part of the background check during the appficatio
process in accordance with 803 CMR 2.17: Requirement to Maintain a Secondary
Dissemination Log and 2.18: Adverse Employment Decision Based on CORI or
Other Types of Criminal History Information Received from a Source Other than
the DCJIS.

Verification & Identity

If a criminal record is received from the DCJIS, or any other source, the information is closely
compared with the information on the CORI acknowledgement form and any other identifying
information provided by the applicant to ensure the record belongs to the applicant. If a
determination is made, based on the information provided, that the criminal record belongs to
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the subject, and the subject does not dispute the record’s accuracy, then the determination of
suitability for the position or licese will be made.

All candidates for whom the background check result returns a suitability determination of
Presumptive Negative will be informed in writing that they may face an adverse hiring decision,
are provided with:

1. A copy of their CORI and other background check results
2. The DCJIS document “Information Concerning the Process in Correcting a Criminal
Record.”

Insa will provide any applicant or employee subject to a potential adverse employment decision
based on a criminal history record a r@aable period of time of not less than five (5) business
days to dispute the record or otherwise provide explanatory information. As part of this process,
candidates will be asked to provide a written account of the offense(s) indicated as well as at
leastone letter of reference from a former coworker, preferably a supervisor, whom they have
known for a period of at least one (1) year. Insa may proceed with an adverse employment
decision notwithstanding any such dispute or explanatory information.

Insa wil review the circumstances surrounding the offenses and will take the following factors
into consideration when a Presumptive Negative Suitability Determination is made:

Time since the offense or incident

Age of the subject at the time of the offense ardent

Nature and specific circumstances of the offense or incident

Sentence imposed and length, if any, of incarceration if criminal

Penalty or discipline imposed, including damages awarded, if civil or admimstrativ
Relationship of offense or incident to nature of work to be performed

Number of offenses or incidents

Whether offenses or incidents were committed in association with dependence on drugs
or alcohol from which the subject has since recovered

If criminal, any relevant evidence of rehabilitattwiack thereof, such as information
about compliance with conditions of parole or probation, including orders of no contact
with victims and witnesses, and the subject’s conduct and experience since the time of
the offense, including, but not limited torofessional or educational certifications
obtained

10. Any other relevant information, including information submitted by the subject to Insa.

ONOORAONRE

©

Once Insa has made its own suitability determination, Insa will:

1. Submit the candidate’s application for licensing to the CCC, including all relevant
documentation submitted by or on behalf of the candidate,

2. Remove the candidate for consideration of employment by informing the individual in
writing.
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If a candidate is selected to move forward with the licensingepsp¢heir information will be

reviewed by the Commonwealth’s Suitability Review Committee, which will make their own
determination based on the above factors. In some cases, the state may conclude, despite Insa’s
recommendation that the candidate movevi@rd, that the candidate is not suitable for hire.

Insa will then inform the individual, in writing, of the adverse hiring decision, including all

relevant documentation provided by the CCC.

Marijuana Establishment Licensees

If an individual is included in any Insa license application, additional background checks must be
completed, in compliance with 935 CMR 500.101(1) and (2). In addition to the above
requirements, these individuals must also sign an authorization to obtain a full set of
fingerprints, in accordance with M.G.L. c. 94G, 8 21, and will be required to provide all
information detailing all involvement in any criminal or civil or administrative matters, as
described in 935 CMR 500.101(1)(b).

Agent License Attesians

Once an individual's background check is complete and the individual has been deemed
“suitable” for employment with th€ompany, Insa will submit an applicationlicensure to the

CCC. Depending on the individual’s role within the Company, one or more of the following forms
must be completed:

1. Agent Registration Attestation and Acknowledgement Form (Adult Use)
2. Application for EmploymentAttestation Form (Medad)

The Agent Registration Attestation and Acknowledgement Form must be completed for all
Massachusetts adult use licenses for which the employee is applying. Employees completing this
form must attest that:

1. They will not engage in the diversion of mang@roducts
2. They aknowledge any limitations on their authorization to cultivate, harvest, prepare,
package, possess, test, transport, or dispense marijuana in the Commonwealth.

The Application for Employmen®ttestation Form (Medical) must be completed for all
Massachusetts medical licenses for which the employee is applying. Employees completing this
form must attest:

1. That they are at least 21 years old

2. That they have not made any false statements or representations about their identity or
qualificatiors

3. That they have not been convicted of a felony drug offense in Massachusetts, or any like
violation of the laws of another state, the United States, or a military, territorial, or Indian
tribal authority

4. That their work activities with marijuana for medipurposes in Massachusetts will be in
compliance with Chapter 369 of the Acts of 2012, Chapter 55 of the Acts of 2017, G.L. c.

86



941 and theCannabis Control Commission (CCC) regulations, 935 CMR 501.000 and
502.000;

5. That they will not engage in the diviers of Medical Use of Marijuana

6. That they understand that the protections conferred by Chapter 369 of the Acts of 2012,
An Act for the Humanitarian Medical Use of Marijuana, and Chapter 55 of the Acts of
2017, G.L. c. 94l, for possession of marijuana éalical use are applicable only within
Massachusetts;

7. That they understand that nothing in Massachusetts law oCtr@abis Control
Commission (CCC) regulations, 935 CMR 501.000 and 502.000, purports to give immunity
under federal law or poses an obstacle to federal enforcement of federal law

8. That they understand that they are responsible for notifying their MTC principal within
one business day after any change to the information that they have submitted, or after
they discover that their ID card has been lost or stolen

9. That they understand that they must carry their ID card at all times while in possession of
Medical Use of Marijuana, including at all times while at an MTC or while transporting
marijuana.

License Application Submission Process
Prospectiver current Agents must also submit the following items to Insa:

1. A photo that meets the following criteria:
a. Taken in portrait/upright format
Taken in front of a plain white or offhite background
Taken within the last 6 months
Showing only their head and the top of their shoulders
Taken looking directly at the camera held at eye level
Taken with both eyes open, and without eyewear
Taken without any item that covers their face or head, except for religious
purposes
2. A stateissued photo ID that meets thellowing criteria:
a. Unexpired
b. Has clearly legible text on both sides
c. If the address listed on the ID is out of date, they must please write their current
address on the back of the ID, following the change of address process
determined by the state thassued the identification document).

R

The prospective Marijuana Establishment Agent’s application will be submitted by Insa’s Human
Resources Department. Human Resources will submit the information given by the prospective
agent, including any supporting dmsentation from the background check process as

applicable. Once the application has been submitted, the approval process will takeetks,

at which point the Agent will be authorized to be on site in their respective area(s).
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Temporary Agent Licenses

Newly approved Agents will be permitted to begin work (or volunteer service, as applicable) on
site once a temporary license has been issued by the CCC. These temporary licenses must be
worn visibly on the Agent’s person at all times while within thétjacnce the temporary

license has been replaced by a physical Agent License, the temporary copy will be shredded by
Human Resources.

Renewal

All Agent Licenses are renewed in accordance with the expiration date on each ID card. Human
Resources will notify the Agent via Compamgail prior to the renewal period so that the

applicable attestations may be completed. Employees comply with requests within 3 business
days of being notified; any delay caused by the employee’s failure to report in a timely manner
may result in the existing license expiring before the renewal has processed. As employees may
not work with an expired license, Insa reserves the right to suspend work without pay if the
employee is at fault. In the case that a license expires and the fault does not rest with the
employee, Insa will compensate the employee for any missed work.

Agents must have a current (within 1 year of submission) background check on file prior to
submission of the renewal.

Replacement Program ID Card

A Replacement Bgram ID Card may be requested if a card is lost or stolen. Employees who
report a lost or stolen card may not work until Human Resources has submitted a request for a
replacement and has notified the employee that they may return to work. Human Resources will
ensure that the employee has all required documentation on their person to show that the
request has been submitted, per CCC guidance.

Termination of Employment
Upon termination of employment, all Agent Licenses must be returned to Insaregidaation
and disposal. Human Resources is responsible fregistration and disposal.

Restricted Access
All Agent License information is confidential, and access shall be limited to the Human Resources
Department and the CCC.

Retention and Disposal
AlICORI and other background checks and Agent License information will be retained and
disposed of in accordance with Insa’s Master Records Retention schedule.
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JURY DUTY

ForMassachusettst&e Court jury duty, Insa will pay for the first three (3) days of service at the
employee's normal rate of pay. This pay is based on an employee’s usual shift length. Following
these 3 days of service, Insa will make up the difference between doyess jury duty pay

and their base pay for those days in which they are called to jury duty service. If an employee is
dismissed from jury service before the midpoint of their shift, they will be expected to report for
work unless instructed otherwise their supervisor. Insa does not pay for service as a federal
juror; that pay is provided by the government.

An employee seeking compensation for juror service shall present the applicable juror service
certificate to the Companyithin 30 days after terimation of his or her term of jury duty. This
certification should have a court officer's signature. Emplosleesld send documentatido
HumanResourcesand it will be kept in thepersonnel file.

I PENNSYLVANIA ADDENDUM I

This Addendum sets forth policies that are specifically applicable to Insa employees working in
Pennsylvania. To the extent that a policy is outlined in this Addendum, the Addendum policy is
intended to either supplement or supersede theipphs listed in the Insa Employee Handbook.
Therefore, if a policy in the Employee Handbook conflicts with a policy in this addendum,
Pennsylvania employees should follow the Addengalicy.

Nothing in this Addendum may be construed as creating any contractual or other rights

regarding a leave of absence, benefits during a leave of absence, reinstatement following a leave
of absence, etc. For information about such matters, refer to the apf@iprovisions of the

Insa Employee Handbook. Further, nothing contained in this Addendum alters or changes the
“at-will” status of your employment.

BACKGROUND CHECKS AND AFFILIATION

Purpose
The purpose of this polity to ensure compliance with Pa. Code § 1141.31.

Scope and Administration of this Policy
Insa is a Medical Marijuana Organization and is required to conduct background checks on all
prospectiveemployees of th&€ompany within the Commonwealth of Pennsylvania.

The Human Resources Department is responsible for the administration of this policy.
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Definitions

Marijuana Organization Authorized Personnel (“Authorized Personnel”)

In accordance with Pa Code §1141J8%a is required to conduct background checks for alll
Authorized Personnel. Per the law, the term “Authorized Personnel” includes consultants,
investorspoard members, directors, executives, managers, and employees.

For an individual to be deemed suitable fffiliation, they must:
X Be 18 years of age or older
X Have never been convicted in the Commonwealth of a criminal offense relating to the
sale or possession of illegal drugs, narcotics or controlled substances

Affiliation

“Affiliation” is defined as is the act of connecting or associating with a person or organization
Insa must complete and submit the “Reporting Individuals Affiliated with a Medical Marijuana
Organization Form” to the Pennsylvania Department of Health for approval. The Department of
Health has ultimate authority to approve affiliation.

Terminationof Employment

Upon termination of employment, Human Resources will complete an unaffiliation form and will
submit to the Department of Health within 24 hours of an employee leaving employment with
the Company.

WITNESS AND VICTSNOF CRIMEEAVE POLICY

Criminal Proceedings

Insaacknowledges that, on occasion, employees may have an obligation to participate in

criminal legal proceedings either as a witness or because the employee or a close family member
was victimized by a criminal acts&authorizes leave to attend those proceedings under
circumstances described in this policy.

If you are required to attend a criminal proceeding either as a witness, a crime victim, or a close
family member of a crime victim, you must inform Human Ressand your supervis@s

soon as possible to make arrangements for a leave of absenceedesaes the right to require
employees to provide proof of the need to attend the criminal proceedings to the extent
authorized by law.

Employees who must attdrcriminal proceedings for reasons authorized by this policy take that
leaveunpaid for the first 3lays.Employees may opt to use any available paid time off in place of
unpaid leave.

For purposes of this policy, close family member includes your spouse (whether by marriage or
commonlaw), domestic partner, and you or your spouse, or domestic partner’s:
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Parent

Child

Sibling
Grandparent
Grandchild

Aunt

Uncle

Niece

Nephew

Great Grandchild
Gred Grandparent
Stepparent
Stepchild
Brotherin-law
Sisterin-law
Sonin-law
Daughterin-law

X X X X X X X X X X X X X X X X X

Parent and child relationships include step, foster, and adopted relationships, and relationships
based on one individual's legal guardianshiim éwco @rentisrelationship to another.

Family member also includes anyone residing in your householde$esaes the right to

request proof of residence and familial relationship as required by law.

You are expected to return to work if you are excused from the criminal proceedings during
regular working hours or released from the criminal proceeding earlier than expected.

This policy does not extend leave to employees seeking leave because they have committed or
are alleged to have committed a criminal act.

Retaliation for an employee's taking leave permitted under this policy is strictly prohibited.

Civil Proceedings

Insaacknowledges that, on occasion, employees may have an obligation to participate in civil
proceeding as a witness. Ireathorizes leave to attend those proceedings under circumstances
described in this policy.

If you are required to attend a civil proceeding because you have been issued a subpoena, you
must inform Human Resourcasdyour supervisoupon receipt of the subpoena to make
arrangements for a leave of absence. les®rves the right to require employees to provide

proof of the need to attend the proceedings to the extent authorized by law.

Employees who must attend civil proceedings for reasons authorized by this policy take that
leaveunpaid for up ta3 days.Employees may opt to use any available accrued vacation time in
place of unpaid leave.
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You are expected to return to work if you are excused from the civil proceedings during regular
working hours or released from the civil proceeding earlier than expected.

This policy does not extend leave to employees seeking leave because they or their family
member(s) are a party to a civil lawsuit.

Retaliation for an employee's taking leave permitted under this policy is strictly prohibited.

EMERGENCY RESPONSE LEAVE POLICY

Employees Wwo are active volunteer firefighters, fire police, or members of a volunteer

ambulance service or rescue squad will be provided with time off from waik beexcused

for being late to work when late or absent for the purpose of responding to a fire or adulan

call prior to regular hours of employment. Prior to missing work, employees must make every
effort to notify their supervisors that they may report to work late or be absent from work in

order to respond to an emergency call. If an employee fails twtrgpwork under this

provision, they must submit a written statement from the chief executive officer of the volunteer
fire company, ambulance service, or rescue squad documenting that the employee responded to
a call and the time at which he or she r@sged.

Insawill not discriminate against any employee who has been injured in the line of duty as a
volunteer firefighter, fire police officer, or member of a volunteer ambulance service or rescue
squad or who has received workers' compensation benefits as a result of such an injury.

STATE OF EMERGENCY LEAVE POLICY

If you are unable to report to work due to road closures in Snyder Cawutiity county in which

you reside, and the road closures are due to a state of emergency declared by the Governor of
the Commonwealth of Pennsylvania, your inability to report to work will not be treated as paid
leave Leave under this policy is unpdtthployees must follow thestablishectallout

proceduredn the Insa Attendance Policy when providing notificatfatheir absence.
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I FLORIDADDENDUM I

This Addendum sets forth policies that are specifically applicable to Insa employees working in
Florida. To the extent that a policy is outlined in this Addendum, the Addendum policy is
intended to either supplement or supersede the policy as listed imaeEmployee Handbook.
Therefore, if a policy in the Employee Handbook conflicts with a policy in this addendum, Florida
employees should follow theddendum policy.

Nothing in this Addendum may be construed as creating any contractual or other rights

regarding a leave of absence, benefits during a leave of absence, reinstatement following a leave
of absence, etc. For information about such matters, refer to the applicable provisions of the

Insa Employee Handbook. Further, nothing contained in this Addealters or changes the

“at-will” status of your employment.

LEAVE FOR DOMESTIC VIOLENCE

An employee who has worked for Insa for at least three (3) months may be granted up to three
(3) days of unpaid leave in anym®nth period if the employee or a family or household
member of an employee is the victim of domestic violence. Leave may be used to:

X Seek an injunction for protection against domestic violence or an injunction for
protection in cases of repeat violence, dating violence or sexual violence

x Obtain medical care or mental health counseling, or both, for the employee oilydam
household member to address physical or psychological injuries resulting from the act of
domestic violence

X Obtain services from a victigervices organization, including, but not limited to, a
domestic violence shelter or program or a rapsisitenter as a result of the act of
domestic violence

X Make their home secure from the perpetrator or the domestic violence or to seek new
housing to escape the perpetratar

X Seek legal assistance in addressing issues arising from the actestid violence

“Family or household member” means spouses, former spouses, persons related by blood or
marriage, persons who are presently residing together as if a family or who have resided
together in the past as if a family, and persons who arenps of a child in common regardless

of whether they have been married. With the exception of persons who have a child in common,
the family or household members must be currently residing or have in the past resided together
in the same single dwellingit.

Except in cases of imminent danger to the health or safety of an employee or the employee’s
family or household member, advance notice of seven (7) business days of the need for leave is
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required. Sufficient documentation of the act of domestievioé, such as a restraining order,
police report, or order to appear in court, is also required. Requests for leave and documents in
connection with this leave will be kept confidential to the extent permitted by law.

Employeesnaysubstitute available paid time off during unpaid leave taken under this policy.

MIAMIDADE COUNTY LEAVE FOR DOMESTIC VIOLENCE

Insa offers up to thirty (30) days of unpaid domestic violence leave during-amnit2 period
pursuant to the Miambade County Domestic Violence Ordinance (MDDVO). “Domestic
violence” is defined in the MDDVO as “a pattern of coercive behavior used by one person to
control another such as but not limited to: physical, sexual, emotional and psychological violence
and abuse; threats; intimidation; verbal abuse; economic control; and stalking; and as defined in
8§ 741.28, 784.046 and 784.048 of Florida Statutes.”

Eligibility
To qualify for leave under the MDDVO, an employee must have:

x Worked for the Company for kast ninety (90) days

X Worked at least 308 hours during the previous ninety (90), days

X Worked for an employer which has fifty (50) or more employees working in Mauaei-
County for each working day during each of twenty (20) or more calendar work weeks in
the current or preceding calendar year.

Reasons for Leave
Eligible employees are entitled under the MDDVO to a total of thirty (30) days of unpaid leave
during any twelve (12) month period to:

x Obtain and receive medical and/or dental assistegnc a medical and/or dental problem
resulting from domestic or repeat violence, including obtaining such services for the
employee’s dependent children

x Obtain and receive legal assistance relating to domestic or repeat violence, including, but
not limited to, criminal prosecution, a protective order, divorce, custody of children, and
child support

X Attend court appearances related to domestic or repeat violence including, but not
limited to, criminal prosecution, protective order, divorce, custodyitdren and child
support

X Attend counseling or support services, including counseling or support services for
dependent childrenor

X Attend to any other arrangements necessary to provide for the safety antieisdl of
an employee subject to domestic i@peat violence
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Employee Status and Benefits During Domestic Violence Leave

While an employee is on leave, Imgl continue the employee’s health benefits during the

leave period at the same level and under the same conditions as if the employee had continued
to work. Insawill require the employee to reimburse Irtb@ amount it paid for the employee’s
health irsurance premium during domestic leave if (1) the employee fails to return from leave
after the period of leave to which the employee is entitled has expired; and (2) the reason for
the employee’s failure to return to work is unrelated to the continuanceaurrence of

domestic or repeat violence or other circumstances and is beyond the control of the employee.

Under the Company’s current group health plan, the employee pays a portion of the health care
premium. If leave for a covered reason is paid (dube employee’s use of available paid time

off), Insawill continue to take payroll deductions to collect the employee’s share of the

premium. While on unpaid domestic violence leave, the employee must continue to make this
payment, either in person or by mail. Please contact Human Resources to discuss how to make
these payments. If the payment is more than thirty (30) days late, the employee’s health care
coverage may be discontinued for the duration of the leave.

Use of Paid and Unpaid Leave

An employee taking domestic violence leave osgyany available paid time off, and any paid

time off that is used for domestic violence leave will count against an employee’s total domestic
leave entitlement for the relevant ¥onth period.

Intermittent Leave or Reduced Work Schedule

An employee may take domesviolence leave intermittently or on a reduced leave schedule.
However, if an employee requests intermittent leave or reduced leave that is foreseeable based
on a planned schedule, Insa may require such employee to transfer temporarily to an available
alternative position for which the employee is qualified and that has equivalent pay and benefits,
and which better accommodates recurring periods of leave.

Certification of the Need for Domestic Violence Leave

In accordance with the MDDVO, the Companiyreduire that a request for leave under this

policy be supported by a certification issued by an authorized person from either a health care
provider, attorney of record, counselor, law enforcement agency, clergy, domestic violence
advocacy agency, domeastiolence center, or domestic violence shelter. The employee must
supply the certification within ten (10) days of the commencement of a requested leave period.
Failure to provide certification may result in a denial of continuation of domestic violence leave.
A certification form may be obtained from Human Resources.

Procedure for Requesting Leave

Where the need for domestic violence leave is foreseeable, employees requesting leave under
this policy must submit a request in writing to the HumiResources Department with a copy to
their supervisolas soon the need for domestic leave becomes known. A Request for Domestic
Leave form can be obtained from the Human Resources Department.
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If the need for dorastic violence leave is not foreseeable, employees must give as much notice
as is practical under the circumstances. An employee taking domestic violence leave must make
a reasonable effort to schedule appointments and other activities associated with the domestic
violence leave so as to minimize disruptions to Irgeégations. While on leave, employees may

be required to report to Insperiodically regarding the status of their situation and their intent

to return to work.

Retun to Work

Under the MDDVO, an employee who returns from domestic violence leave is entitled to
restoration to the same position of employment held by the employee when leave commenced
or to an equivalent position with equivalent employment benefits, pay, and other terms and
conditions of employment. The taking of domestic violence leave will not result in the loss of any
employment benefits that accrued prior to the date on which the leave commenced. Employees
who do not return to work upon the expiration of domesimence leave will be treated as

having voluntarily terminated their employment.

MIAMIDADE COUNTY FAMILY LEAVE (ADDENDUM TO FMLA POLICY)

Like the Family and Medical Leave Act (“FMLA”) Policy described elsewhere in this Handbook,
the MiamiDade County Code (“MDCC”) may require employers to provide family and medical
leaves of absence for eligible employees. Either or both of these lawgpphaycea leave.

Where both laws apply, any leave taken will be counted under both laws at the same time. This
policy will be interpreted to comply with the law(s) that apply to a particular leave. This policy
provides employees information concerning any MDCC entitlements and obligations that differ
from the FMLA entitlements and obligations that are set forth elsewhere in this handbook. If
employees have any questions concerning MDCC leave, they should contact the Human
Resources Department.

Eligibility
Leave under the MDCC is available to “MDCC eligible employees.” To be an MDCC eligible
employee, an employee must have been employed in Miade County:

x For at least twelve (12) months

x For at least 1,250 hours of service during therighth perod immediately preceding
the leave, and

x For an employer with at least fifty (50) or more employees working in Nliade-
County for each working day during each of twenty (20) or more calendar work weeks in
the current or preceding calendar year
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Basic Family and Medical Leave Entitlement
Leave pursuant to the MDCC may be taken under the same terms and conditions as FMLA to

care for a person who has a serious health condition if the person is the employee’s grandparent
for whom the employee hassasmed primary financial responsibility.
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RESOURCES I

STATE AND FEDERAL REMEDIES FOR REPORTING HARASSMENT/DISCRII\*IINATION

Massachusetts

The United States Equal Employment The Massachusetts Commission Against
Opportunity Commission (“EEOC") Discrimination (“MCAD”)

Boston Office SpringfieldOffice

John F. Kennedy Federal Building, 475 436 Dwight Street, Room 220
Government Center, Boston, MA 02203 Springfield, MA 01103
Phone:(800) 6694000. Phone:(413) 7392145

Boston Office

One Ashburton Place
Sixth Floor, Room 601
Boston, MA 02108
Phone:(617) 9946000

Pennsylvania

The United States Equal Employment Pennsylvania Human Relations Commissiq
Opportunity Commission (“EEOC") (“PHRQ

Philadelphia District Office Harrisburg Regional Office

801 Market Street Riverfront Office Center

Suite 1300 333 Market & floor

Philadelphia, PA 19107 Harrisburg, PA 17101

Phone: (800) 664000 Phone: (717) 789780

TTY: (215) 44p610
Philadelphia Region@lffice

Pittsburgh Area Office 110 North 8th Street
1000 Liberty Avenue Suite 501

Suite 1112 Philadelphia, PA 19107
Pittsburgh, PA 15222187 Phone: (215) 562496
Phone: (412) 395902 TTY: (215) 568599

TTY: (412) 395904
Pittsburgh Regional Office
301 Fifth Avenue

Suite 390, Piatt Place
Pittsburgh, PA 15222
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Phone: (412) 565395
TTY: (412) 565711

Florida

The United States Equal Employment
Opportunity Commission (“EEOC”)

Miami District Office

Miami Tower 100 SE 2nd Street
Suite 1500

Miami, FL 33131

Phone: (800) 664000

TTY: (800) 666820

Tampa Field Office
501 East Polk Street
Suite 1000

Tampa, FL 33602
Phone: (800) 664000
TTY: (800) 666820

Florida Commission on Human Relations
4075 Esplandade Way

Room 110

Tallahassee, FL 32399

Phone: (850) 488082

Tollfree: (800) 348170
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Maintenance of Financial Records
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1. Overview

Pursuant to 935 CMR 500.105(9), 935 CMR 500.140, 935 CMR 501.105(9), 935 CMR 501.140
and all other applicable Cannabis Control Commission (the “Commission”) guidance, I.N.S.A.,
Inc. (the “Company”) has developed the following plan describing in detail the Company’s
policies and procedures related to the maintenance of financial records. For the purposes of this
plan financial records will include the following:

Assets and lialities.

Monetary transactions

Books of accounts with supporting documents

Sales records including the quantity, form, and cost of cannabis products

Salary and wages paid to each employee.

Any executive compensation, bonus, benefit, or item of value paid to any individual
affiliated with the Company.

X X X X X X

Pursuant to 935 CMR 501.140(5)(d), records relating to medsmapatient purchases will also
include: the date and time of the transaction; name of the establishment agent conducting the
transaction; thepecific name, strength, dose, quantity, and type of cannabis products sold; the
name of the patient, and when applicable, the name of the personal caregiver receiving the
product.

All contracts, purchase orders, invoices, payroll reports, receipts, l@sdeaorts are stored
electronically and are available to the Commission upon request. All records are stored in
accordance with the Company’s record keeping policies. Additionally, records are maintained
pursuant to 830 CMR 62C.25.1: Record Retention and Department of Revenue (DOR) Directive
16-1 regarding record keeping requirements.

Pursuant to 935 CMR 500.140(10). 935 CMR 500.140(6) the Company shall maintain and provide to
the Commission on a biannual basis accurate sales data during the six months immediately preceding
this application for the purpose of ensuring an adequate supply of marijuana and marijuana. products

2. Retail Financial Recordsnd Policies

The Company produces several types of financial records and data during the course of retail
operations including records related to cash handling, deposits, transaction processing, inventory
data, and daily closing reports.

[.N.S.A., Inc. Page 2 March 8, 2022
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2.1. Cash Handling

All retail transactions are processed under video surveillance and may be reviewed in the event
that an incident occurs relating to cash handling or inventory accuracy. Cash tendered and
change returned is counted casino style within full view of the fasilgyiveillance cameras.

Large bills ($20 or greater) are marked with counterfeit pen to ensure their validity.

2.2. Change Fund

Company dispensaries maintain change cash of approximately 20% of the roltlag &%erage

daily sales on hand for change. Regsiést change are made by the Company’s retail managers
and are recorded using a Change Request Form. The change cash is counted by two different
members of Retail Department management who sign off on a Transportation Verification Form
once they have comfned the quantity of change received. Completed Change Request Forms
and Transportation Verification Forms are then submitted to the Asset Protection Department for
filing and retention.

2.3. Cash Deposits

At the end of the business day, the retail manager will complete a bank deposit slip for the cash
collected. The cash and bank deposit slip are then sealed and stored in an approved, insured safe
in a Limited Access Area that is under constant video surveillance. Bank deposits are collected

by Snyder Security, an armored transport service licensed pursuant to M.G.L. c. 147, § 25 and
935 CMR 500.110(7) and transported to one of the financial institutions where the Company has
an account. The cash transport courier prepares a report documentimgdhat af cash

transport which is reviewed and signed by the retail manager the cash transport courier. A copy
of the cash transport report is filed electronically.

2.4. Closing Reports

At the close of business, the retail managers will compare the cash raoéipsintof-banking

(debit) reports to the sales report to ensure that cash collected, and sales processed are balanced.
The assistant manager on duty will verify the manager’s count. Both the manager and the
assistant manager sign off on the accuracy of the sales report. Any variances greater than $10 are
reported to Company Leadership.
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All variances between the cash/debit receipts and sales report are investigated immediately. The
variances are annotated on the sales report as well as logged dertied Mariance Tracker.

The sales reports are filed with the corresponding bank deposit slip. Physical and electronic
copies of the sales report are stored for the Accounting and Finance Department to review and
enter into QuickBooks.

2.5. Transaction Recordgand Reporting

The Accounting and Finance Department records financial transactions (such as expenses and
sales receipts) in QuickBooks. At the end of the month, the controller or a staff accountant
performs the bank reconciliation comparing the Compaagt®unting records with the
corresponding bank records to ensure the accuracy of the financials. The CFO reviews the
financials and prepare the quarterly financials for review by Company Leadership. Annually, an
outside accounting firm performs a full financial audit.

3. Differentiation of Cannabis and Non-Cannabis Sales

Pursuant to 935 CMR 501.140(5) the Company has adopted separate accounting practices at the
point-of-sale for marijuana and nonarijuana sales.

The Company'’s point of sale (POS) and elmat inventory records system, LeaflLogix, can be
configured to identify cannabis products and wannabis accessory products separately and to
apply the appropriate tax rate to each type of item pursuant to 935 CMR 500.140(5)(f) and 935
CMR 501.140(5)(c)Nonrcannabis sales are recorded in a manner that complies with
Massachusetts tax laws, and DOR rules and regulations including, but not limited to, 830 CMR
62C.25.1: Record Retention and DOR Directl¥el regarding recordkeeping requirements.

4. InventoryReporting

The Company'’s Inventory Management Department is responsible for daily and monthly
inventory audits to ensure the accuracy of the Company’s inventory records in LeafLogix and
that the records in LeafLogix match the records in Metrc. At leastadlgntne Company

conducts a comprehensive inventory audit, the records of which include, at minimum, the date of
the inventory, a summary of the inventory findings, and the names, signatures, and titles of the
individuals who conducted the inventory caunt
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4.1. Patient Supply Requirements

The Company will maintain records differentiating wholesale products from the rest of its
inventory in order to ensure compliance with patient supply requirements pursuant to 935 CMR
501.105(8)()).

4.2. Waste Disposal

The Company will retain all disposal records pursuant to 935 CMR 500.105(12) and 935 CMR
501.105(12). Disposal manifests will be retained for at least three years and any records
pertaining to an ongoing investigation or which the Commission instructs the Company to
preserve will be retained until notice is received that the investigation is complete or that
retention of such records is no longer required.

5. Corporate Financial Records and Policies

In addition to recording and reporting financial and inventory infolmnagenerated in the

course of retail operations, the Company’s Accounting and Finance Department maintains all
other required financial information including information relating to payroll, accounts payable
and receivable, sales tax, and corporate income taxes. The Company maintains all records
pursuant to 830 CMR 62C.25.1.

5.1. Payroll

The Company conducts payroll on aneekly schedule. All noexempt employees are required

to record their hours in the timeclock module of the Company’s payroll softwaree Ant of

the pay period, department managers review the hours recorded in the timeclock and compare
the hours to the employment schedules. If there are any discrepancies, the manager will
investigate and resolve the discrepancies before approving theyemiglhours. The hourly

report is then reviewed by the Accounting and Finance Department. The payroll is approved by
the controller then the chief financial officer (CFO) before finalizing with the Company’s payroll
provider.
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5.2. Accounts Payable and Receil@b

All capital purchases or orders greater than $5,000 require a purchase order to be completed by
the purchasing department and then are reviewed by the Accounting and Finance Department.
Purchase orders are filed and verified against the invoices received from the vendor. After
confirming the accuracy of the invoice, the Accounting and Finance Department will submit
payment to the vendor. All checks are prepared by the CFO and approved by the chief executive
officer (CEO).

Receipts and invoices are rearfor all purchases. All receipts and invoices are scanned and
stored electronically. At the end of the month, the Accounting and Finance Department reviews
all the purchases and invoices during the bank reconciliation process. Any discrepancies are
repoted to the CFO and CEO.

5.3. Sales and Corporate Income Tax

The Company pays sales taxes on a monthly basis. The Company generates a report calculating
the monthly sales tax liability based on the sales receipts for items on which sales tax is required.
Sales ax is submitted through MassTaxConnect, the Massachusetts Department of Revenue’s
online tax portal. An outside accounting firm prepares the Company’s annual tax returns and
calculate income tax liability.

6. Electronic Financial Records Protection

The Company conducts a monthly analysis of its equipment and sales data to ensure that no
software has been installed that could be utilized to manipulate or alter sales data and that no
other methodology has been employed to manipulate or alter sales data. The Company will
maintain records that it has performed this monthly analysis and will produce these records if
requested by the Commission or other agency acting within their jurisdiction.

Pursuant to 935 CMR 501.140(5) if the Company determines that software or other methods have
been installed/utilized to manipulate or alter sales data: it shall immediately disclose the information
to the Commission, cooperate in any investigation, and take such other action directed by the
Commissia.

Additionally, pursuant t®35 CMR 501.140(5) the Company will not utdigoftware or other
methods to manipulate or alter sales data.
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Qualifications and Training Plan
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1. Overview

Pursuant to 935 CMR 500.105(285 CMR 501.105(2)and all other applicable Cannabis

Control Commission (the “Commission”) guidance, I.N.S.A., Inc. (the “Company”) has

developed the following Qualifications and Training Plan in order to fully and effectively train

its employees and to hire the most quedifcandidates. This plan describes in detail the

Company’s policies and procedures developed to provide employees with comprehensive
trainings in order to maintain regulatory compliance, uphold Company values and standards, and
to protect the health andfety of employees, customers, and the general public.

This plan also describes the Company’s hiring and recruiting practices, developed to ensure that
the Company hires the most qualified candidates in a fair and lawful manner.

Pursuant to 935 CMR 501.105@)e Company will ensure the following:

x Training shall be tailored to the roles and responsibilities of the job function of each
MTC Agent

X All MTC Agents will betrained on job specific duties prior to performing job functions

x Training will include traning on confidentiality, privacy, security and other topics as
specified by the Commission

X MTC Agents responsible for tracking and entering product into the t8essde SOR will
receive training in a form and manner determined by the Commission

1.1. Recruiting and Hiring

The Company’s Human Resources Department has developed effective hiringranidgec

practices consistent with all applicable state and federal labor laws. Under the direction of the
director of human resources, the Company has created materials and procedures including an
internal hiring approval process and forms, standardized interview questions and practices, and
detailed onboarding and orientation procedures to identify the most qualified candidates for each
position and to prevent any bias or discrimination.

2. Employee Training Program

The Company has developed a comprehensive Employee Training Program to ensure employees
receive the training required for the safe, lawful, and effective cultivation, manufacturing, and
dispensing of cannabis and cannabis products. This program includes all required trainings
pursuant to 935 CMR 500.105(2), 935 CMR 501.105(2), and also includegtintrainings on

[.N.S.A., Inc. Page 3 March 8, 2022
License #RMDA3362



security measures, relevant operational procedures, product knowledge, and on any other area
critical to maintaining compliance with state, local, and federal laws.

2.1. Training and Education Coordinator

The Company’s Employee Training Program is administered by the Company’s training and
education coordinator. The training and education coordinator is responsible for the creation of
new hire training materials, such as Quick Start Guid&X)Qvhich are concise stéyy-step

reference materials. The training and education coordinator also develops and creates additional
training materials such as handouts, posters, and presentations to supplement continued training
and employee education.

Thetraining and education coordinator maintains, and revises training materials as needed in
accordance with regulatory, procedural, or operational changes. Additionally, the training and
education coordinator maintain a training database containing alhtyand materials as well

as records of training sessions completed by employees.

The Company’s director of human resources works with the training and education coordinator
to review employee training records on a regular basis to ensure completiondaftona
trainings by all employees.

2.2. Learning Management System

The Company is currently expanding its training program to utilize a learning management
system (LMS) to provide virtual trainings and evaluations. This will allow the Company to
disseminate &inings more quickly and efficiently across the Company.

Additionally, the Company will leverage the data collected by trainings and evaluations
completed in the LMS to measure the success of its training program and target areas for
improvement.

3. Responsible Vendor Training Program

The training and education coordinator schedules and arranges for employee completion of the
statemandated responsible vendor training. All Company employees complete responsible
vendor training by an approved responsible verndtitin 90 days of employment and annually
thereafter pursuant to 935 CMR 500.105(2)(b).
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The training and education coordinator maintains records related to responsible vendor training
that include, at minimum, the following:

Employee Name

Agent Identificdion Card Number

Date of Hire

Date of Responsible Vendor Training Completion
Proof of Responsible Vendor Training Completion
Approved Responsible Vendor Name

X X X X X X

The director of human resources reviews records related to the Responsible Vendor Training
Programon a quarterly basis to ensure the Company maintains compliance with 935 CMR
500.105(2)(b). The Company will only complete responsible vendor training with vendors listed
by the Commission as approved responsible vendors.

4. Employee Training Materials anddeedure

The following is a description of the materials and procedures the Company has developed to
ensure employees are trained in compliance with all Commission regulations and guidance, and
all company policies and standards.

4.1. Standard Operating Proceds

The Employee Training Program utilizes the Company’s set of standard operating procedures
(SOPs). The Company’s SOPs are a comprehensive set of documents contairbyestapp-
instructions describing in detail all procedures that occur as part of theabgts regular

operations. The Company’s SOPs help to ensure compliance with Company policies, external
regulation, quality control and consistency of process, improving performance management, and
standardizing training and implementation of new processes

SOPs are organized in a digital library allowing for ease of access and use. SOP development
and review is managed by the Compliance Department in collaboration the Operations Team and
applicable department leadership to ensure compliant, accuratffectdre SOPs. SOPs are
regularly audited by the Compliance Department and are reviewed and updated in a timely
manner after any change in applicable regulations or operational procedures.
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All new and updated SOPs are issued to the training and education coordinator who is
responsible for updating training materials accordingly. The training and education coordinator
also initiates employee retraining for new procedures when applicable.

4.2. Training Schedule

The training and education coordinator is respoadin ensuring all employees complete state
and company mandated trainings compliantly and promptly. In order to ensure that all employees
complete the state mandated responsible vendor training, the Company will schedule employees
to attend a state appry webinar offered by a responsible vendor within 90 days of hire. The
Company may also arrange for in person classes conducted by an approved responsible vendor.

After the employee has completed their initial responsible vendor training, The Company will
maintain receipt of completion for a period of seven years following the termination of the
employee pursuant to 935 CMR 500.105(9)(d) and 935 CMR 501.105(9)(d). The Company also
maintains a digital tracking system to ensure employees complete responsible vendor training on
an annual basis.

Employees receive a minimum eight hours of training per year pursuant to 935 CMR
500.105(2)(apnd935 CMR 501.105(2) including responsible vendor training. Additional

ongoing training includes presentations, informational meetings, and team building activities that
emphasizes necessary skills and procedures. The training and education coordinator tracks all
records of employee training in the digital tracking system to ensure completion of this
requirement.

4.3. Training Modules and Profiles

The Company utilizes training modules and training profiles as organizational units to aid in the
implementation of the Employee Training Program. Each is outlined in detail in the following
sections.

4.3.1.Training Modules

The Company dividesdining into cohesive and manageable segments called training modules.
Training modules include SOPs, QSGs, policies, along with other materials and may also include
informational presentations on topics such as product knowledge and customer sersice skill

Training modules are organized in order to maximize information retention. All employee
training begins with federal, state, and local laws and security procedures, then proceeds to

[.N.S.A., Inc. Page 6 March 8, 2022
License #RMDA3362



specialized job responsibilities such as register training. For exapyrsiant to 935 CMR
500.110(4)(d) and 935 CMR 501.110(4)(d), all employees are trained on proper agent
identification card protocols. Each module will have a training portion, daily review, and
culminates with a final examination. An wp-date list of Taining Modules will be available
upon request pursuant to 935 CMR 500.105(9(m)935 CMR 501.105(9)(d).

4.3.2.Training Profiles

Training profiles are collections of training modules applied to different Company positions or
job responsibilities. As the Commacontinues to develop, more training profiles may be
developed and added by the training and education coordinator. In addition to receiving training
based on the appropriate training profile, all employees receive required trainings. The following
tableis example of Retail Department training profiles and their corresponding courses.

Tablel. Retail Training Profiles

Staff included in profile

Profile Name (Job Titles)

Names of Training Courses in Profile

Company Executives, Directors,

Leadership Managers X Sexual Harassment

x Policy & Employee Conduct
Opening, Closing, & Store
Maintenance

Customer Service

The Front Desk

The Register & Cash Handling
General Policies for Leadership
Customer Troubleshooting
Drawers, Deposits, & Discounts
Leadership Opening and Closing
Menu Updating

Sales Floor Inventory

X

Retail Associate, Retail
Lead, Retail Assistant
Manager, Retail Manager,
Retail GM

Retail Basics

X X X X X X X X X
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Manager Trainer
Concierge Role
Prevention of Overselling
Purchaser Confidentiality
Incident Reporting

Denial of Service

Returns and Exchanges
Transaction Troubleshooting
Cash Deposit Creation
Change Fund Verification
Drawer Setup

Final Asset Collection
Employee Purchases
Drawer Setup

Daily Summary

Manager Opening/Closing
Drawer Reset

Retail Lead, Retail Assistant
Manager, Retail Manager,
Retail GM

Management
Training

X X X X X X X X X X X X X X X X X

5. Retail Department Training

Due to the high degree of knowledge and skill required of Retail Department staff, including
technical product knowledge, high standards of customer service and adherence to regulatory
compliance, the Company has developed a training program specifically for Retail Department
staff. The following is a brief overview of some of the features of this program.

5.1. Role of the Learmg Management System

The Learning Management system will be integral for training moving forward. The system
library will include digital resources such as educational videos, how to instructions, and
interactive evaluation tools. As well as providingairting plan that will be instrumental in

getting new team members the skills they need to perform their jobs, the learning management
system will be utilized to track training that needs to be completed on a yearly basis. For
example, the company plans on making it a requirement for each of our employees to go through
the compliance training module once a year.
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5.2. Daily Training Reviews

Each daily training checklists includes a review portion. These reviews utilize written tests that
focus on compliance, federal, state, and local laws, product knowledge, safety training, and other
topics. Each training module has a daily training review portion that the employee completes the
day after receiving the training.

If an employee scores less than 7086 daily training review, they are required to retake the
training module. This Review prepares employees for the final training examination, as these
tests are built upon the daily training reviews. The review questions help reinforce areas of
importarce.

5.3. Final Examinations

On the final day of a Retail Department employee’s initial training, employees are required to
take multiple final training examinations. In order to successfully complete the training, the
employee must pass every test with a score of 80% or better. This ensures employees have
established the required knowledge to conduct their responsibilities safely, compliantly, and
effectively. Upon successful completion, the employee receives a certificate from the training
and education coordinator.

If an employee does not pass a final training examination, the employee may receive up to two
days of additional training to cover the materials and procedures of which the employee’s
knowledge was deficient. These trainings are facilitated by a Retail Department manager or
member of Company Leadership. At the end of the extended training period the final training
examinations will be retaken. If a failure occurs again, there will be a meeting held between the
employee and management on the employaatability for the role or to investigate and

identify areas the training may have failed.

5.4. Employee Observations

Trainees progress also is evaluated regularly using the two following methods. The first is
competency checklists. After the initial phaséraining, an employee may be asked to perform

a task while being observed by a designated trainer or Retail Department manager. The observer
will have a checklist listing the procedures the employee must follow while performing the task.
After the checkkt is complete, it is reviewed with the employee to reinforce success and correct
any mistakes.
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Additionally, another method used by the Company to evaluate and provide feedback are
periodic performance observations. These observations are performethibypBRpgartment
management while an employee conducts their regular responsibilities. Observations are carried
out using a standardized form that include metrics such as register accuracy, product knowledge,
and adherence to regulatory compliance, amoherst

6. Employee Retraining

In addition to trainings required annually or during an employee’s introductory period, there are
circumstances where additional training will be required. Further, the Company recognizes the
importance of keeping its employea$ormed on all subjects related to cannabis, particularly
regarding federal, state, and local regulations. The training and education coordinator will work
with ownership and management to create training materials on any subject they may feel is
necessary

6.1. Training Briefs

The training and education coordinator works closely with department managers and Company
Leadership in order to establish areas of need and to monitor operational or regulatory changes
and developing concerns. The training and education coordinator develops lesson plans and
creates training materials such as informational presentations, and training briefs. Training briefs
are 15minute retraining sessions conducted while staff is gathered at morning and/or nightly
meetings.

These sessi@nare reinforced by physical training materials such as handouts and posters hung in
employee high visibility areas. Additionally, the training and education coordinator utilizes the
library of educational presentations developed by the Company, covarings/topics such as

safety protocols, safe and lawful cannabis use, the history of cannabis legality, and the chemical
composition of cannabis, among others. These presentations and materials are adapted to suit any
retraining opportunity, including sudden regulatory changes that require additional training.

6.2. Events Which Initiate Retraining

The following are events or circumstances which initiate employee retraining. The type and
scope of retraining required are determined on alog®ase basis by theaining and education
coordinator and applicable department managers and Company Leadership depending on the
nature of the event or circumstance.

[.N.S.A., Inc. Page 10 March 8, 2022
License #RMDA3362



6.2.1.Regulatory, Operational or Procedural Changes

In the event of a regulatory, operational, or procedural change, the Compliance Department will
revise or develop a new SOP. After the approval process is completed, the Compliance
Department will issue the SOP to the applicable department manager and the training and
education coordinator. The training and educatmordinator will then revise all training

materials and procedures to reflect the newly issued SOP.

In collaboration with the department managers and Company Leadership, the training and
education coordinator will determine the scope and type of retraining required and will oversee
implementation of the required training.

Corrective Actions

There are several types of corrective actions that the Company may initiate in the instance of
employee error or substandard work. The employees’ department managesigayttse

employee to retake one or more training modules or request personalized training to address the
issue.

If personalized training is requested, the training and education coordinator will design and
oversee the training. In the case of trainings initiated by corrective action, the trainings will be
evaluated and established on a dagease basis.

7. Compliance Training

All employees receive idepth compliance training during their orientation. The company has
produced a video that details what coimpte is and why it is so important. Compliance training

is then tailored to an employee’s role and responsibilities but includes, at a minimum, a detailed
overview of all pertinent Commission regulations, and any other applicable federal, state, and
local laws. All compliance trainings will also cover issues related to diversion, education, and the
safe and lawful handling of cannabis. In addition to receiving compliance training during their
initial training period, all employees receive compliance training on an annual basis.

7.1. HIPAA and OSHA Training

The Company also conducts training on the Health Insurance Portability and Accountability Act
(HIPAA) and the Occupational Safety and Health Act (OSHA). The Company ensures
employees understand these regulations as they relate to their job duties and responsibilities and
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are informed of the procedures the Company has established to identify and correct safety
concerns.

8. Security Training

All employees receive comprehensive training on the Company’s security and safety procedures.
This training includes, where appropriate, a facility tour and a detailed overview of the
Company’s Emergency Action Plan and any other relevant security ptdbel facility tour

includes a walkthrough of the facility’s limited access areas, the loa@ti@mhemergency exits,

and the locations of panic buttons. Emergency exits are shown immediately and will be
reinforced through annual fire drills.

Employees are also trained on the usage and policy regardingnegliency identification
(RFID) card access system and other security features present in the facility. Security training
will be completed by all employees on an annual basis.

Employees working inhte Asset Protection Department will be trained to fulfill all requirements
of 935 CMR 500.110 an@35 CMR 501.110.

8.1. Safety Training

In order to maintain a safe and clean work environment, all applicable employees will undergo
safety training. Employees witle trained on cleanliness standards, such as acceptable hygiene
and cleanliness standards. This training also emphasizes instances when additional protective
and/or sanitary equipment is to be used, and where appropriate personal protective equipment
(PPB is located.

9. Recordkeeping and Oversight

Pursuant to 935 CMR 500.105(9)@)d935 CMR 501.105(9)(d) all training records will be
maintained by the training and education coordinator. The training and education coordinator
will utilize the Learning Managment System to record, at a minimum, the following
information:

1. Employee name
2. Employee department
3. Number of training hours fulfilled
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Date of completed training

Date of retraining, if required
Employee quiz score, if applicable
Name of trainer

Trainer oveall evaluation score

© N g A

Once a training has been completed, the Human Resources Department will enter all information
into the Company’s human resources information system (HRIS) for recordkeeping purposes.
The Learning Management System allows the trainnthegducation coordinator to be notified

when employees’ annual trainings are approaching renewal. In addition to this digital database,
the training and education coordinator generates a certificate of completion of the Employee
Training Program to be gimeto employees. A copy training certificates are maintained in
employees’ personnel files.
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1. Statement of Purpose

Pursuant to 935 CMR 500.101(1)(c)8.k., 935 CMR 501.101(1)(c)8.k., and all other applicable
Cannabis Control Commission (the “Commission”) guidance, I.N.S.A., Inc. (the “Company”)
has developed the following Diversity Plan to promote equity among the@ineligsiduals,
definedby the Commission to include the following:

1. People of color, particularly Black, African American, Hispanic, Latinx, and Indigenous
people

Women

Veterans

People with disabilities

Individuals of the LGBTQ+ community

abrwn

The Company vil document the progress or success of this plan upon the renewal of its license
on an annual basis.

2. Goals

The Company has defined the following goals in order to promote equity among diverse
individuals:

x Goal 1: To promote the career advancement of di@endividuals inside thednpany
by providing them with additional resources to aid in their professional developsnent
awarding at least two scholarships annually of $2,500 or more to diverse individuals.
0 Supporting Program: Scholarship Program

x Goal 2: To promote equity among diverse individuals in our communities by raising
money and awareness fanarities that benefdiverse individualdy donating to at least
five charitiesannually which support diverse individuatsthe amount of $2,000 or
more.

0 Supporting Program: Funding for Diversity and Inclusiveness

3. Programs

The following programs will be used to effectuate the Company’s goals.
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3.1. Scholarship Program

In order to provide employees who are diverse individuals with financial assistance for
continuing education and training the Company has developed a Scholarship Program. The
Company will award four scholarships of up to $2,500 annually to four employees to use toward
continuing education programs through a college or university or through an organization that
provides a course or license relevant to the employee’s work at the Company.

The Company will conduct a montbng application period on an annual basis to collect
applications from employees for participation in its Scholarship Program. Applications will take
into consideration a candidate’s work record, career and volunteer accomplishments including
letters of reference, a personal statement, and career goals.

Applications will be reviewed by the Human Resources Department for coompéetd scored.
Company Leadership will review applications and vote to award the top four applicants with
scholarships. At least twacholarship per year will be awarded to an employee who is a diverse
individual.

Upon hire, all employees will receive arfarmational handout describing this program.
Additionally, all employees will be regularly notified of updates and opportunities related to this
program through email memoranda and flyers located in high visibility areas such as bulletin
boards in breakrooms.

Measurements:

The following measurements will be used to track the success of this pragdatine
Company’s progress in achieving Goal 1:

1. At least twoscholarshipgper year will be awarded to employesso ae diverse
individuals.

2. A Companywide enail memo will be sent to all employees notifying them of the
beginning of the Scholarship Program application period.

3.2. Giving and Awarenesr Diversity Program

In order to promote equity for diverse individuals in the communities in which the Company
opemtes, the Company has established the Giving and Awaremd3isersity Program.

The Company has selected charitable organizationpittrabte equity among one or more of
the following groups:
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Diverse Group Charity

People of colorparticularly Black, African Blues to Green

American, Hispanic, Latinx, and Indigenous peo

Women Safe Passage

Veterans Fisher Housef Boston

People with disabilities Clinical & Support Options (CSO)
Individuals of the LGBTQ+ community North Shore Aiance of Gay, Lesbian,

Bisexual, and Transgender Youth
(nAGLY); Project Out

The Company will donate at least $2,000 to a charity in each categeny yearfor a total of at
least 40,000 in contributions annually to organizations which promote equity among diverse
individuals.

Additionally, along with each donation, the Company will seek to raise awareness for the charity
and its mission by promoting the charity using the Company’s email list, social, raediar
website

Letters of Support from theekected charities, along with descriptions of their efforts is included
in Appendix A.

Measurements:

The following measurements will be used to track the success of this program and the
Company’s progress in achieving Goal 2:

1. At least five donations of $2,000 or more will be made annually to charitiegrirabte
equity among diverse individuals.

2. Along with each donation, the Company will promote the charity andigision via its
email list, ®cial mediaand/or website.

4. Acknowledgements

The applicant acknowledges and is aware, and will adhere to, the requirements set forth in 935
CMR 500.105(4) and 935 CMR 501.105(4) which provides the permitted and prohibited
advertising, branding, marketing, and sponsorship practices of every ME and MTC, respectively.
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Any actions taken, or programs instituted, will not violate the Commission’s regulations with
respect to limitations on ownership or control or other applicable state laws.

5. Appendix A

5.1. Blues to Green

Inspired by the life and music of the legendary Charles Neville, the mission of Blues to Green is
to utilize music and ot arts to center the cultures of the African diaspora within American
culture, nurture personal freedom, strengthen multicultural community, and catalyze action for
racial and climate justice.
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Figure 1. Blues to GreenLetter of Sipport
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5.2. Safe Passage

Safe Passage seniaslividuals and families in Hampshire County. A partnership with Hilltown
Community Health Centers allows us to serve survivors in the rural areas of Hampshire and
Hampden Counties.

Safe Passage serves survivors of all genders. Services are accessible to people with disabilities
and are available in English, Spanish, and other languages.

Safe Passage provides survivors with the support and information to keep themselves and their
children safe and to rebuild their lives in the wake of domestic violence.
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Figure2. Safe Passage: Letter of Support
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5.3. Clinical & Support Options (CSO)

Clinical & Support Options (CSO) provides a wide range of responsive and effective-trauma
informed interventions for mental health, substance use disorder recovery, family services, and
more.

CSO’s communitybased nonprofit behavioral health agency desivmprehensive, holistic
clinical and support services throughout Western Massachusetts in five counties (Berkshire,
Franklin, Hampshire, Hampden and Worcester/North Quabbin)

Friends of the Homeless (FOH) is a program of CSO based in Springfield, MAop€rates
the largest emergency shelter for adult individuals in Western Mass. and serves 150K meals
annually.
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Figure 3. Clinical & Support Options (CSO): Letter of Support
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5.4. North Shore Alliance of Gay, Lesbian, Bisexual, amanBgender
Youth (nAGLY)

NAGLY is the North Shore Alliance of Gay, Lesbian, Bisexual, and Transgender Youth. Our
mission is to honor, respect, educate, and empower LGBTQ youth. We offer programs,
meetings, clubs, activities, and events for LGBTQ youtht families, and allies.

NAGLY is a place where youth can discuss issues of importance to them, explore their identities,
build seltawareness, and learn skills for being safe and healthy. Through group building and
community service opportunities, the youth and staff at NAGLY have created a strong
community that promotes respect for self and for others. Youth of all sexual orientations, gender
identities, ethnicities, cultural backgrounds, classes, and abilities are welcome and
celebrated.Young people who are unsure or questioning are supported as they remain in
transition or examine possibilities carefully and in a developmentally appropriate manner.
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Figure4. NAGLY Letter of Support
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5.5. Project OUT

A non-profit organization, Project OUT, Inc. provides support and financial assistance to
transgender and gender nobimary individuals who do not have access to life saving gender
affirming services & products that allow for authentic living.

Through education, advocaand gendeaffirming programs, Project Out is dedicated to
eradicate bias against the transgender community while empowering the trans community to live
safely and authentically each day.
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Figure 5. Project OUT Letter of Support
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5.6. Fisher House of Boston

To ease the burden of our Veterans and their families during illness or injury. To serve those who
have served. Fisher House Boston’s mission is to provide a home away from home where
military families can stay while a loved oneréxeiving inhouse treatment at any of our world-
renowned medical centers in Boston or at the VA Healthcare Systems in West Roxbury. We are
responsive to the needs of our guests above and beyond what the VA can provide. Our goal is to
meet the basic comfioneeds of our guests, as well as enhance their environment to be one of
healing and support.

[.N.S.A., Inc. Page 15 May 11, 2022
License #RMDA3362



Figure 6. Fisher House of BostorLetter of Support
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